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Banking, jor many, is symbolized by scenes like this, pictured at one of Bunk of America's San Francisco branches. 


Banking? Here, too, Moore cuts costs 


Do soaring costs menace profits? Your 
business can trim those costs. And 
Moore can help. 

Bank of America, with branches 
throughout California, saves thousands 
of clerical man-hours a year by using 
Moore multi-copy forms. Small firms 
save, too, because Moore offers the 
right business form for every form of 
business. For example: a poultry farm 
in New Hampshire was using 4 sepa- 
rate forms and 4 separate writings to 
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Sales Books for 
Every Business Operation 


Marginal Punched 
susiness Machine Forms 


Instantaneous Carbon- 
Extraction Unit Sets 


prepare Orders, Acknowledgments, 
Shipping Memos. Invoices. Moore de- 
signed a 4-part continuous register 
form that completes the whole job in 
one swift writing. 

Cut your overhead. now! Call your 
Moore office, in over 200 cities, coast 
to coast. Factories in Niagara Falls 
and Elmira, N. Y.: Minneapolis, Minn. : 
Denton, Tex.; Los Angeles and Emery- 
ville. Calif. Also sales offices and fac- 
tories across Canada. 


MOORE 


THE ONLY NATIONAL COMPANY THAT OFFERS A 
COMPLETE RANGE OF MODERN BUSINESS FORMS— 


THE RIGHT BUSINESS FORM 
FOR EVERY FORM OF BUSINESS! 
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Continuous Interleaved 
Typewriter Forms 


Fantold Billing 
Machine Forms 


Registers and Continuous Register Forms 
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This latest product of IBM’s long experience in 
designing and manufacturing all-electric type- 
writers possesses all the proved advantages of 
our previous models, plus many important im- 
provements. It has been engineered and styled 
for finer performance and appearance. 


Meeting every typing need of modern business, 
the new IBM Electric Typewriter is available in 


the Standard and Executive models. The unique 
spacing principle of the Executive model gives 
to the typewritten page the distinctive appear- 
ance of fine printing. 


Our representative will be glad to demonstrate 
the new IBM Electric Typewriter at your office, 
or at the International Business Machines office 
in your locality. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 


World Headquarters Building, 590 Madison Ave., New York 22, N. Y. 


Offices in the principal cities 
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there’sno \ | 
paperworkin 
your business 
...don’t mail 
this coupon! 


' EBERHARD FABER PENCIL CO. 
_ + Dept. L-10,37 Greenpoint Ave., 
a Brooklyn 22, N.Y. 

* __ I need ideas on cutting paper- 
re work expense. Please send 
E 


om FREE copy of 


Wa 6 6«6in Business 
USINESS’. 


comprehensive idea guide to 


color-speeded office routines. 
NAME 
PENCIL CO., Dept. OM-10, 37 Greenpoint Ave., B’klyn 22, N. Y. 


COMPANY 


ADDRESS 


CITY & STATE 


MONGOL 


different lead strengths to 
match 3 writing pressures 


Please send my FREE idea-guide, ‘COLOR SYSTEMS IN BUSINESS’. 


Name Title 


Firm 


Address 
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By Ewing Galloway, N. Y. 


Who's Sneezing Now? 


%* WITH the season for colds getting under way, it is perti- 
nent to ask how much longer the office is going to regard colds 
as a matter of individual rather than general concern. We 
have known for quite a while now that the common cold is an 
infectious disease. How long before we begin to make people 
with colds stop infecting others? 

At the recent Life Office Management Association conven- 
tion, Dr. Floyd M. Green of Columbus Mutual Life Insurance 
Co. declared that colds are by far the main reason for employe 
illness absenteeism. He estimated that each year nationally 
there are about three hundred million colds, costing at least 
a billion dollars in medical treatment and lost time. 

Unlike most offices, at Columbus Mutual people with colds 
are not allowed to hang around infecting others. At the first 
sign of a cold, the company compels them to go to its treat- 
ment center. As a result the company now has less than one 
percent of illness absenteeism. Penicillin and sulfa aerosol 
treatments practically eliminate such secondary infections as 
bronchitis, and ear and sinus troubles. 

Insurance offices are always ahead of the rest of us in health 
precautions. But if we have no office medical center for sup- 
pressing colds, we can at least make those with colds stay 
home! 
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Trained eyes and hands have an ally 
in the Dazor Floating Lamp, whether 
they’re teamed in the accounting de- 
partment, at a high-speed machine or 
across an executive desk. By floating 
the light to the best position for see- 
ing, the user completely controls in- 
tensity and position. And a finger-tip 
touch changes either, each time the 
job requirements change. 

If you are accustomed to stationary 
lighting, or a lamp of restricted 
motion, the free movement of light 
in all planes will intrigue you. Dazor 
alone has the patented Floating Arm 
and its device for holding the re- 
flector firmly, without locking or 
manual tightening. 


But more important than the how 


PAZOR FLOATING LAMp. 


FLUORESCENT 


and 


is the why of Dazor illumination. 
Employees who enjoy this comfort- 
able, glareless lighting see fine de- 
tails more clearly on machining, 
assembly, inspection, drafting and 
other exacting operations. As errors 
and hazards decline, there is a rise 
in morale. Special skills come to the 
front and productivity shows a gain. 


Phone Your Dazor Distributor for 
typical applications by other users 
or an on-the-spot demonstration. 
For the name of this nearby lighting 
authority, if unknown to you, write 
to Dazor Manufacturing Corp., 
4481-87 Duncan Ave., St. Louis 10, 
Mo. In Canada address inquiries to 
Amalgamated Electric Corporation 
Limited, Toronto 6, Ontario. 


th en ie saa ae es 


PRODUCTIVE 
LIGHTING 


Controlled 


BY EACH USER 
--- FOR EACH 
OCCASION 


MOVES FREELY INTO ANY POSITION 
AND STAYS FUT— WITHOUT LOCKING 


r— CHOICE OF 4 BASES 
! } 


INCANDESCENT UNIVERSAL —- BRACKET DESK PEDESTAL 
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ERE is a chair — the Goodform 


Comfort Master Junior, No. 
3257—designed especially for division 
and department heads. Five simple 
adjustments fit it to any man’s per- 
sonal requirements, thereby increas- 
ing comfort, reducing fatigue, and 
promoting good healthful posture. 


The rigid frame of welded alumi- 
num is light in weight yet sturdy 
and long lived. There are no splin- 
ters or rough edges to damage cloth- 
ing. Simple washing with soap and 
water keeps the satin-smooth ano- 
dized aluminum finish sparkling 
through the years. 

Luxurious foam rubber cushions 


the seat and back. Molded plastic 
arms are long-wearing and easily 


GOODFORM ALUMINUM CHAIRS 


December, 1948 


cleaned. Modern covering material 


is available in colors to suit your taste. 


Why not try a Goodform Comfort 
Master Junior in your own office for 
ten days without cost or obligation? 
Write for the name of our nearest 
branch or dealer. 


° METAL DESKS ° 
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METAL FIL} 


ys 


This is the Goodform Comfort 
Master Junior, No. 3257. 


GOODFORM 
Adjustable 
ALUMINUM CHAIRS 


et GE 


AA product of THE GENERAL 
FIREPROOFING COMPANY 


DEPARTMENT M-12 
YOUNGSTOWN 1, OHIO 


CABINETS e STEEL SHELVING 
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THE WORLD WOULD BE A POOR PLACE INDEED 
IF FRIENDSHIP AND LOYALTY SHOULD VANISH FROM THE EARTH. ( 

BECAUSE EACH PASSING YEAR BRINGS FULLER | 
APPRECIATION OF THE BONDS FORGED BY PLEASANT ASSOCIATIONS, 


THIS YULETIDE MESSAGE BRINGS SINCERE GOOD WISHES FOR A 


VERY MERRY CHRISTMAS AND A PROSPEROUS NEW YEAR. 


MITTAG & VOLGER, INC., PARK RIDGE, NEW JERSEY 
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A “CARBON 


HOW MANY TIMEs have 
you wished for a “‘car- 
- bon copy’’ of that 

prs Xo important telephone 
- call? Now you can 
have it by simply flicking a switch! 


Telephone Recording by AUDOGRAPH 


With the same versatile aupDoGRAPH 
that helps you do your dictation 
chores so much easier, faster and better, 
you can instantly make a permanent 
recording of both sides of your im- 
portant telephone conversations. No 
need for the scribbling of hurried and 
inadequate notes. No worry of try- 
ing to remember some critical detail. 


*The use of recording devices in connection with interstate and 
foreign toll telephone service has been authorized by the Federal 


Communications Commission. 


Phone AUDOGRAPH your city for demonstration 
Foreign Distribution. Westrex Corporation— 
(Western Electric Export Corporation) 


December, 1948 


COPY” OF YOUR TELEPHONE CALL! 


With the aupoGrapn every word and 
every inflection of both voices is 
**memorized’’ forever on an unbreak- 
able plastic disc. 

Your “carbon copy”’ is the regular 
paper-thin Flexograph  record-disc 
with over a full hour's capacity 
which costs but a few pennies and 
can be filed or mailed like a letter. 
The aupoGrapn records a// verbal 
transactions — specifications, terms, 
prices, dates, instructions, technical 
data, decisions; or a complete detailed 
situation report. 

With aupoGRaPH 
Telephone Recording 
you speed action 


Firm 


PLEASE TELL ME MORE! 


eliminate wasted days usually re- 
quired for laborious processing and 
confirmation. Before deciding on any 
dictation instrument, check the 
whole aupoGRapH story . . . fry the 
AUDOGRAPH in your office for a few 
days. Then you will see for yourself 
how it will increase your executive 
accomplishment. Contact your local 
AUDOGRAPH Office or ask your secre- 
tary to send for full in- 
formation right away. 


A PRODUCT OF 


THE GRAY manuracTuRING COMPANY 
W. E. DITMARS, President - 16 ARBOR ST. - HARTFORD, CONNECTICUT 


Originators of the Pay Station Telephone and 
Makers of C 


Name & TITLe 


ip since 1891 


n ’ £ 
ations tq 


Business AppREss— 
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thiciency Thrives 


Steel Age Means 
Quality Desk Features 


* No-Glare Corroleum tops 


*- Smooth-gliding ball bearing 
suspended drawers 


* Pontoon bases for added foot 
room 


* Adjustable gliders for leveling 
and adjusting height from 
29" to 30%" 


at Desks like these! 


“A good place to work ... a good place to get work done!” 
That’s a comment you're likely to hear often in this modern, 
STEEL AGE equipped office of the General Electric Lamp 
Department's Buffalo Service District. 

Yes, more work, better work, faster work—that's the pace 
this bustling postwar business age has set. That’s why you 
see more and more STEEL AGE desks in service, for no other 
steel office desk quite duplicates the sheer work-ease efficiency 
built into every STEEL AGE desk. No other desk quite 
matches their beauty and comfort. 

Only the precision metal work of STEEL AGE master 
craftsmen can give you such superb styling and construction, 
a real achievement in modern desk design. That’s why people 
say: “Buy STEEL AGE and you buy the Best in steel office 
furniture. 


; — i cots = 2) 7 “ Ss it = te fail * 7 4 me 3 re i, = ae Aa ; : ‘ 5 
- 
: a ; . ie ; ' | 
i: x, ' Pie! a. . 
. 4 . pe oem “H i¢ . bs «je - pas 
a meri iu | | eer . 
oy oe: i ’ ” ' Le 4 ; 44 ’ 
ie a: ee | | ‘ 
ey, ee 4, Pe ik eae 
a m == = s = a ae % oe ais Let & eae =— a2 
ar a re ; 
* ar wilh ee, ee bo a ecg 7 > me F _ 
- : . Sz = Lo re of oc -- = eo eye —_— 
uel: tiara We “— ‘Se —— ~ Fed a 2% oe 5 a = & “ 
; oer a ~ Tig - et : alas : sa Bete 2 ee oe Si ey — 
“_ 4g tL 3 : a : Z ar —_——F om P < . oll - 3 ; : =. a 5 | . ‘ 53 7" 
[7 a eke p ae ; & wf i au - ay jae can —- He — _ mm ni =| 2 
ar Z } pS ~ Se es ‘ Lae te bs ~ - Pos F 
a: 4 —" PH se ; i e Be : i Le ro . a , - 
bal : : s aye a iz é a a= — <— a a > a — 
' § iin cei et . Te i ae - z 
; | Pegs, : iL a ; 6 rae — : g i te, 
Red? Wag a pe ee 2 ‘ se ARE oO = 2 od 
— _ ie _ oo. iii i 
—, et en E—— —> o rg 
; i [ & a - — mK oe é Re ha 4 aie : 7 = ' ) 
A 7 OO xine, ce: ll sees ae . ee: jak ~ = 
\ 20" ———— Sie te ae 2s er ol eum *%, 
. h — t00CUl a ho ——e cig “3s 
ES en , bE Se Se Sa 
2% Pe ee Pee ae P a Xt: BO LS 
Se. a a. a a ae a i a ® Ls “3 - *. se 
8°. ee oe a tn — + e ae ae ie ‘ 
—_ £zx¢f ® eae ee - 
3 — sees. ee > \e > 5 f, . : * 
a | ahs a — Ye. S: > ee 
- . eae Soe he es :* ee ee : idl 
SR ee oe; ee x see, Zale te 3 ioe 
‘ote SAS igh ee seers ee ae 50 Wied ‘a SS 
— ‘ees gee SE “A eS Si, Mi ae 
an. a 
Be 
e x 3d 
Bet; 
ae 
i 
*. ie : 
gh as i 
a Th 
4 , Lor 
. { ou! 
aL 
di ( 
“ i bu 
rr 
il to 
ce i 
ae ) | Ge 
: \ Goa \ y —_ | “ 
—. = —— ye 
“Ret Ses | Sas —_ a 5, ey 
_ ap soe =6—hCsi<‘ié‘CORRRY—JAAMEESTOWNNf” 
ae = = a a E - al 
; . re S MANUFACTURING CORPORATION * CORRY, PA. 
‘ a 
nea ai 
- : 10 OFFICE MANAGEMENT AND EQUIPMENT December, 1948 D 
eee 
aa |» re. a e- °°. a 
| ia i a = 


‘ when you buy fluorescent fixtures 


r This tag identifies a fluorescent fixture equipped with a G-E ballast. 
- | i ba lamps, do not draw current directly from 
) Look for it. It means that the manufacturer has utilized the advan- the lighting cireu®t, tatead they draw thelr 


tages of the industry’s finest ballast to assure rated lamp life and light current through a special transformer or 
ballast mounted in the fluorescent fixture. 


FLUORESCENT Lames, Unlike incandescent 


, 4 °e- 4 ad 4 - } 
r output : : : quiet and trouble-free operation: Wh Quevecssat Sighting, therefor; the 


sy General Electric ballasts are lamp-matched. They are designed, amount of the light you get from the lamp, 
e€ . the life of the lamp and, to some extent 
built, and tested to get the most out of standard fluorescent lamps — the life and efficiency of the fixture itself, 
to give you the kind of lighting you are looking for. Apparatus Dept., | depend to a large measure on the charac- 


teristics of the ballast. Good ballasts mean 
| General Electric Company, Schenectady 5, N. Y. better lighting. 


GENERAL @@ ELECTRIC 
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FROM THE WRITINGS OF 
OUR ORIGINAL FOUNDERS 


’ hes 3 PAs ANAMA- BEA BEAVER 


MANIFOLD SUPPLIES CO, 188 3ra Ave, Brooklyn 17, N. Y. 


HECTOGRAPH UNI-MASTERS INKED RIBBONS 
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PRODUCTION 
PURCHASING 
PAY ROLL 
CRDER-BILLING 
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Ditto offers you ‘‘profits free’’— repeated savings in time, money, 
and manpower that repay its orginal cost many times over. For 
Ditto is more than a ‘‘duplicator.”” You profit by using Ditto to copy 


anything written, printed, typed, or drawn . 


. . adapting it to your 


payroll, production, purchasing, or order-billing system . . . or using 
it for such needs as listed below. Check this list. Are you doing any 
of these jobs by hand? Then learn how Ditto can do the same work 
faster and without error... effect free profits for you as it has for thou- 
sands of firms. Mail the coupon for facts, samples, and case histories. 


DITTO — 


TRADE MARK REG, U, S. PAT. OFF, 


226: W. Harrison St., Chicago 12, IIl. 
In Canada: Ditto of Canada, Ltd., Toronto, Ont. 


MANUFACTURING 
OOrder and Billing Systems 
OD Parts Order 
0 Assembly Order 
O Purchase Order Receiving 

Systems 
D Payroll Systems, Account- 

ing Reports 
OD Salesmen’s Bulletins, Price 

Book Sheets, Quotas, etc. 
0 Charts, Maps, Graphs, 

Drawings, etc. 

0 Accounting Statements & 

Reports 


WHOLESALERS 
0 Order and Billing Systems 


OD Salesmen’s Bulletins 
OD Price Book Changes 


FINANCIAL 
INSTITUTIONS 
0 Daily, Weekly and 
Monthly Statements 
D Trust Reports, Stock 
Transfers 
0 Installment Loan Systems 


INSURANCE 
COMPANIES 
0 Policy Card Records, 
Bulletins to Agents 
0 Reports, Statements & 
Abstracts 
O Abstract of Claim 


OFFICE MANAGEMENT AND EQUIPMENT 


PUBLIC SERVICE 


0 Requisition and Purchase 
Order Systems, Bid Re- 
quests 

D Accounting & Finance 
Statements 

O Drawing & Sketches 


RAILROADS 


OD Passing Car Reports, 
Operating Reports 

0 Car Interchange & Inter- 
line Exchange 

© Accounting and Financial 
Statements 


DEPARTMENT STORES 


© Accounting and Financial 
Reports 

0 Sales and Stock Reports 

0 Ruled Forms, Bulletins, 
etc. 


CHAIN STORES 


0 Inventory Sheets 

0 Warehouse Order and 
Billing 

0 Price Lists and Changes 

D Advertising Layouts 


CONSTRUCTION 
AND BUILDING 


D Specifications, Bid 
Requests 

O Drawings and Sketches 

D Payroll 

D Purchasing Receiving 


PRINTING 
AND PUBLISHING 
D Printing Orders 
D Advertising and 
Circulation Statistics 
DO Advertising Presentations 
0 Reports and Statements 


ASSOCIATIONS 


OD Bulletins to Members, 
Credit Inquiries 

D Statements and Reports, 
House Organ 


MEAT PACKERS 


0 Order and Billing Systems 

0 Sales Bulletins and Price 
Lists 

0 Accounting and Financial 
Statements 


ECK THESE PROFIT-MAKING APPLICATIONS. MAIL THE COUPON 


ACCOUNTANTS 

D Profit and Loss State- 
ments 

D Balance Sheets, Audit Re- 
ports 

O Ruled Forms, Working 
Papers 

O Income Tax Reports 


GOVERNMENTS 
0 Accounting Reports, Bid 
Requests 
O Purchase Orders 
0 Engineering Drawings 
0 Charts and Graphs 
0 Specifications 
O Material Lists 


DITTO, Inc. 


2265 West Harrison Street, Chicago 12, Illinois 
In Canada: Ditto of Canada, Ltd., Toronto, Ont., Canada 

Gentlemen: Without cost or obligation please 
mail me Ditto profit-earning facts and Ditto 
samples. 
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Model 1546 


—new type mechanism 
—Lustron plastic case 


The Hanson No. 1546 Postal Scale is new in 
practically every respect. The plastic body has a 
toughness and strength to support the weight of 
a 200 lb. man. Not only is the case unusually 
strong but the beautiful grey blended plastic 
finish harmonizes with modern office furnishings 
and makes a smart attractive addition to any 
mailing desk or home desk. 

One gratifying thing about the new 1546 
Postal Scale is its surprising sensitivity and accu- 
racy that has resulted from the new method of 
assembling the mechanism as a separate unit 
independent of the case. The new 1546 is as accu- 
rate as the eye can detect. A new friction lock 
holds the adjustment thumb screw when setting 
pointer to zero so that scale stays in balance even 
though used constantly. 

The large easy-to-read dial shows the new 
postage rates effective Jan. 1, 1949 and registers 
exact postage in dollars and cents for air mail, 
first class, and merchandise by zones, The capac- 
ity of the scale is two pounds by one ounce, over- 
all size 512” x 642” x 21%”, platform 2” x 3”. 


List price $5.45 


Three other models of Postal Scales complete the 
Hanson line that covers every mailing requirement. 


Model 1509—Capacity 5 Ibs. by 14 ounce. Auto- 
matically computes postage for air mail, first 
class, and merchandise up to 4 Ibs., pointer gives 
exact amount of postage without figuring. Dial 
614” diameter, glass covered. Dimensions—6!/” 
x 614” x 91” overall. Packed in individual 
NE kanconsiesn sautiacaaiaancunitineds eich annaduaieceisea List $8.50 


Model 1530—Capacity 25 lbs. by 1 ounce. Com- 
putes parcel post charges for merchandise up 
to 25 Ibs. Dial 614” diameter, glass covered. 
Dimensions — 614” x 614” x 914” over all. 
Packed in individual carton................ List $8.50 

Model 1515—Capacity 50 Ibs. Computes parcel 
post charges for merchandise up to 50 Ibs. Dial 
8” diameter, glass covered. Dimensions—8” x 
7” x 10” overall. Packed in individual carton 
shdkbbenicioniabnicadisanstaipeckinenddlaitanpieutsoukedh List $10.50 
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Buyer’s CHECK LIST 
For TOP VALUE Office Filing Equipment 


User preference for A-S-E Products is steadily growing— buyers of office 
equipment recognize these values and demand these A-S-E features: 


Vv Strength—Superior design, including the heavy steel frame, assures 
proper operation, regardless of load. 


Vv Appearance — The best finish obtainable. Smooth, attractive baked 
enamel blends beautifully with any office color scheme. The chip- 
proof surface retains its new look through countless years of service. 
Each file complete with durable satin chrome hardware. 


Dio\qo|D,DiD, 


u 


=e 


j Vv Completeness—A size and type of unit for every filing need. Two-, 


three-, four- and five-drawer heights provide the office 
equipment buyer with just what he wants. 


The order is yours with A-S-E Equipment! 


— ——— an 


ALL-STEEL EQUIPMENT Inc. 


600 Cleveland Ave., Aurora, Illinois 
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_ AVAILABLE IN 


Ebony Black 


of The new 1949 Libera- 
tor Model 200 19 new 
features and improve- 
* ments include — . 


“py IMPROVED 
INKING 


’ oy ADJUSTABLE STENCIL - 
‘BUTTON BAR | 


ed ee eM 


7 y ADJUSTABLE TRAY 
| BAIL FOR RECEIVING 
4 “TRAY 


Ry aL BEARINGS 


a y The finest materials 

ol combined with _ skilled 
workmanship under rigid 
inspection makes each 
new 1949 Liberator Model 
200 practically a custom 
built duplicator. 


ie EQUIPPED WITH OPEN 
per CYLINDER, AUTOMATIC 
BRUSH INKING 


139° 


- RESET COUNTER 
EXTRA, $10 


(PLUS EXCISE TAX) 


SPEED-O-CABINET 
IN FUTURAMIC GREY ay | 


OR EBONY BLACK 
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Ready for any need... 
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EVERY REC - ner abo 
FOR ORD zat pound 
pinders * 

roll forms: 


BEY... 


\ 
A Way TO KEEP y3' 


General Offices: 84 Hudson Ave., Brooklyn 1, N. Y. 
Boston 10: 80 Summer St. * St. Louis 2: 155 So. 8th St. * Chicage 7: 310 West Polk St. 
Chicago Salesroom: 222 West Bank Drive, Chicago 54, Illinois 
New York City Salesroom: 349 Broadway, New York 13. 
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.= DIRECT Name System 


_ ca. 


a 

suis oem — \ F orty years of experience — hundreds 
, Ste of actual stop-watch tests with the “Y 
| oa \ and E” Direct Name System prove that 


this is the simplest, fastest system you 
can use. 


Have your “Y and E” dealer 
show you how filing can be 
made simple, fast and eco- 

nomical with the “Y and E” 


Direct Name System. 


Write today for Office Manual #17. 
Gives Methods and rules for in- 
dexing, filing and explains control 
features. It is yours for the asking 
—there is no charge. 


|. You open the drawer. Your eyes seek the center ). You find the folder you are seeking 
and there, a row of alphabetic guides stare up at under the name you have in mind. 
you. You can instantly locate the desired subdivision. It is natural, simple and effortless. 


Miscellaneous folders Individual name and miscellaneous folders are arsc 
contain small accounts. numbered to permit returning folders to the file by 
number. This is also a check against misfiling. Fur- 

nished in sets of 25 to 10,000 or more subdivisions. 


_ 'YAWMAN AND FRBE Mre.. ©1045 Jay Street, Rochéeine 3, N.Y. 


“The Franchise that Means Quality Merchandise” 
Consult Your Local Classified Telephone Directory for Your Nearest Representative 
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pr CAN WE AVOID 


DUPLICATION % 


IN .oo. wok 


Some of the posters used in stimulating the flow of suggestions 


SUGGESTIONS 
HELP 
THE OFFICE 
AT ILLINOIS 
CENTRAL 


* THE Illinois Central Railroad has made good 
use of its Employees’ Suggestion System in im- 
proving its office work. 

Of 260,000 employee suggestions received and 
44,000 adopted since the system began in 1939, 
approximately 15 per cent have proposed the im- 
provement of office procedures and the solution 
of clerical problems. 

Practically every phase of office management 
has been touched upon by these ideas, including 
such varied subjects of office practice as the re- 
vision, consolidation, abandonment, and adoption 
of forms, the elimination of duplication of work, 
the improvement of reporting methods, the elimi- 
nation of red tape by the simplification of pro- 
cedures, the adoption of more effective filing 
methods, the improvement of working conditions 
for employees, and so on. 

Particular problems in office management are 
frequently called to attention through the me- 
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ILLINOIS CENTRAL BLANK N° 90032 GO 
EMPLOYES’ SUGGESTION SYSTEM 
SEE REVERSE SDE 


To the suggestion commuttec 


My suggestion is 


REGISTER | Checked for duplication 
ODE ‘ H 
Caprright eee 1CRR 


PILL OUT THIS STUB AT THE TIME THE SUGGEST! ADE 1S NUMBER 'S PUBLISHED AS A 
NNER DELIVER OR MAIL COMPLETED STUB TO T TO stc CRETAR oF "YOUR SUGGESTION COMMITTEE 


Nome 


N° 90032 GO 


KEEP THIS STUB 
; ; YOUR SUGGESTION 
el MAY BE A WINNER 


Forms used in submitting suggestions 


dium of thought stimulators (posters) placed on 
bulletin boards throughout the railroad system. 
These posters are specifically designed to direct 
the thinking of employees along certain lines. 
This directed thinking has resulted in the use of 
many suggestions for the betterment of office 
routine. 

For their suggestions that have been used, 
office employees have received awards ranging 
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from a minimum of $5 up to $50, $75, $100, and 
more. In addition suggestors have been recog- 
nized for their thinking ability and their willing- 
ness to propose improvements that benefit both 
the company and themselves. 

Two particularly outstanding suggestions have 
been selected to illustrate the importance of the 
contribution of these ideas to the effective opera- 
tion of the Illinois Central’s administrative offices. 

One of the examples covers an improvement in 
the method of record keeping. Back in 1937, the 
plan of identifying employees by a_nine-digit 
social security account number was inaugurated, 
and the maintenance of a complete alphabetical 
record of employees’ names became necessary. 
The procedure for maintaining the alphabetical 
index in the payroll tax bureau of the Illinois 
Central was to prepare the form shown on the 
opposite page from information furnished by em- 
ployees. This form was filed in loose-leaf post 
binders. 


This method was satisfactory until continual 
labor turnover made it necessary to transfer an 
increasing number of forms from binder to binder 
to maintain the alphabetical sequence. An idea 
as to the immensity of the job may be obtained 
from the fact that at one time there was a total 
of 142 binders in use, with approximately 1,000 
sheets in each binder. Two new binders were 
being added each month, and considerable study 
was given to the conversion of this important rec- 
ord to a system easier to handle. However, since 
the record was so voluminous, the problem was to 
find an economical method of reproducing it; esti- 
mates for reproducing were found to be prohib- 
itive. 

By suggesting an ingenious method of convert- 
ing these social security account number records 
from the post-binder method to a card-index file, 
two employees won cash awards of $125. The 
idea was to convert the binder record into a eard- 
index file by merely cutting Form 223 from 815 
inches x 11 inches to 8 inches x 5 inches, thus 
eliminating the necessity for reproduction. This 
proved to be an excellent idea, and the sugges- 
tion was placed in effect. 


In addition to saving paper and reducing the 
required filing space by more than 50 per cent, 
the new system speeds the keeping of these im- 
portant records by the comparative ease with 
which it is maintained. 


Another suggestion relieved the monotonous 
routine encountered in the sorting of railroad 
tickets for accounting purposes. When a rail- 
road ticket is purchased, the name of the issuing 
station and the date are stamped on the back of 
the ticket. This information is required by the 
Office of the Auditor of Passenger and Station 


Accounts in Chicago to account for the tickets . 
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BEFORE 


Originally procedure for maintaining the alpnabetical index of em- 

ployees in the payroll tax bureau of Illinois Central involved first 

placing new sheets in proper location in loose-leaf post binders. 

When several had been accumulated in one binder, it was then 
taken apart and the filing completed 


sold and used on the railroad. At the completion 
of each trip, every passenger train conductor is 
required to forward all tickets he has collected 
during the run to the Auditor’s Office. An aver- 
age of 25,000 tickets are received each day from 
more than 400 conductors in charge of approxi- 
mately 100 Illinois Central passenge1 trains oper- 
ated daily. 

In accounting for the number of tickets sold, 
an audit is made for each station or agent selling 
tickets. The tickets were first sorted into twelve 
groups according to the operating division of the 
railroad, then re-assorted to group the tickets 
sold at each station or agency. One employee 
found the work tiresome, and coming to the con- 
clusion that the procedure was unsatisfactory. 
set out to find an easier and better way to do the 
work. Soliciting the help of another employee, 
an experiment was made by sorting all the tickets 
into more than 100 groups at one time. This 
method saved time. Occasionally, however, 4 
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sudden draft would scatter and mix the tickets 
that had been sorted. Placing cardboard baffles 
on the desk to protect the sorted tickets from the 
draft temporarily eliminated this inconvenience 
but did not provide the exact solution. 

The two employees discussed the problem in 
detail and concluded that a case especially de- 
signed with more than 100 compartments for the 


ABOVE: 
THE FORM, BEFORE and AFTER 


Form A.D. 233 for index of employees, as used in the 

post binders. Broken line shows the 8" x 5" section 

that was cut out to permit its use in a card-index 
system 


AT RIGHT: 
AFTER 


Demonstrating the comparative ease with which entire 

filing operation is completed with the new system, 

which has turned Form A.D. 233 into a size which can 
be put directly into a card index file 
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tickets should be provided. This was the sug- 
gestion they sent to the suggestion committee, 
and after due consideration it was adopted, with 
duplicate awards of $100 to each of the suggestors. 

Using the new case demonstrated that the 
thousands of tickets sold could be placed in final 
station order in the first sorting. In addition to 


making the work more interesting and less tire- 
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some, the new sorting method was systematic, 
efficient and practical—systematic, because clear- 
lv labeled bins were provided for the accurate 
assorting of every ticket; efficient, because it 
required less time to do the work: and practical, 
because the time saved was spent on other work 
in the department. 

March 1, 1948 marked the beginning of the 
tenth year of operation of the Employees’ Sug- 
gestion System, a management-employee relation 
project on the Illinois Central. The activity, 
both as a means of improving relations between 
the management and employees and as a means of 
utilizing the thinking power of all employees, has 
been successful from the outset. Of the 260,000 
plus suggestions received, almost 44,000 have 
been adopted and put into use on the railroad, 
with cash payments to suggestors totaling round 
ly $560,000. The top payment to date for any one 
idea has been $2,605. 

In the operation of the system, suggestions are 
handled under complete anonymity until the 
award winners disclose themselves upon publica- 
tion of their winning numbers. The awards for 
the suggestions that are adopted are recom- 
mended initially by the local committee (one on 


Two booklets used in operation of Illinois Central suggestion 


EMPLOYES SuGGEST \ON 


each operating division and in each major shop) 
and are confirmed by the general committee hav- 
ing system jurisdiction. Where the suggestion 
has a monetary value to the railroad, the award 
is calculated at 10 per cent of its value to the 
railroad for one year. Where there is no tan- 
gible value or one that cannot be measured in 
money, the award is a matter of judgment. The 
minimum award is $5. 

As an added inducement to constructive think- 
ing. documentary Diamond Award Certificates 
(certificates of merit) are voted for suggestions 
that contribute outstandingly to doing a better job 
of railroading. 

Of the value of the suggestion system to the 
organization, President W. A. Johnston has 
written: 

“Of course we get the benefit of the adopted 
suggestions, some of which are of substantial 
value, but that is the smallest part of it as we see 
it. The greatest thing we get out of it is the 
change in the thinking of the organization, 
particularly in the middle and upper levels. I 
believe, and the belief is shared by my associates, 
that the suggestion system makes us a far better 
railroad than we would be without it.” 


system and a bulletin announcing disposal of suggestions 
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@ Advertising agencies spark 
many of the ideas which make 
business grow. Their offices 
often are as bright and modern 
as the ideas evolved in them. 


The pictures here are some 
views of the offices at 385 Madi- 
son Ave., New York, done by 
Donald Deskey Associates for 
a Advertising Agency, 
nc. 


PAGE OPPOSITE: 


Above: Receptionist desk, with 
clock above, as seen from elevator 
door. A corner of the glass display 
screen at left. Cork covered floor, 
Weldtex walls. 


Below: Waiting area, opposite re- 
ceptionist's desk. Glass screen at 
left carries name and decorative 
trade mark, and screens the waiting 
space from elevators. Display case at 
right shows products of agency's ma- 
jor accounts. 


THIS PAGE: 


Above: Secretarial corridor leading 
to executive offices. Each secretary 
has cabinet unit combined with desk 
and typing space, avoiding any effect 
of narrow corridor and small offices. 


Below: President's office. Photo- 
graph taken from behind desk look- 
ing across to a lounging area. Weld- 
tex textured wood with light trough 
over paneling. 
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PENNSYLVANIA 


Sylvania house magazines help in the work of clarifying rumors 


RUMOR CLINIC A GOOD MOVE 


OFFICE or plant rumors, with their vast 
potential for harm, have their fangs drawn when 
a means is made available to squelch them and 
set the employees straight as to the facts. This 
has been effectively demonstrated at the Towanda 
plant of the Sylvania Electric Products Co., 
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Towanda, Pa. Here the management has estab- 
lished what seems to be an admirable instrument 
for coaxing rumors into the open so that they 
can be destroyed. This is a Rumor Clinic. 

According to H. W. Harris, personnel manager 
at the plant, the activity was inaugurated in the 
summer of 1947 when boxes were placed in rest 
rooms, cafeteria, and other locations of the plant 
and offices, and employees were invited to deposit 
in them any questions they may wish to ask about 
the policies, plans, and operations of the division. 
Forms are supplied which those participating 
may sign or not, just as they choose, when they 
use the form to question the accuracy of a rumor 
that has reached them. All the accumulated ques- 
tions and rumors are answered in a special col- 
umn in the local internal house magazine called 
Powder and Rod. 

Typical subjects brought up have included the 
company savings and retirement plan, re-employ- 
ment of veterans, company attitude towards the 
union, “canned” music for plant and office force, 
Christmas bonuses, and rumors of plant closing. 

At the outset, Mr. Harris reports, a nominal 
number of rumor questions were received but 
they have declined. Similar Rumor Clinics have 
been established at the Montoursville, Pa., plant 
of Sylvania, and at Sylvania’s fixture division at 
Ipswich, Mass. 
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CONTROL 
OF 
CLERICAL 
COSTS 


By Paul B. Mulligan 


Paul B. Mulligan & Co., 
Management consultants, New York 


% THE POSITION of the office worker in the 
modern American economy constitutes a serious 
problem which, I am convinced, is receiving in- 
sufficient consideration from management. Of 
course, every corporation is interested in the mat- 
ter from the viewpoint of its own affairs. How- 
ever, the scope and potentialities of the problem 
will be understood best when they are considered 
with a view toward the growth and overall impli- 
cations of the white-collar worker’s situation. 
Therefore, before discussing the techncial phases 
of what can be done about the problem, I should 
like to define it and to give you some statistics 
concerning it. 

The office worker has grown into a mighty big 
factor in the business world. In the period from 
1900 to 1940—the decades of our greatest indus- 
trial expansion—the number of factory workers 
in the United States increased by only 75‘, in 
startling contrast to the increase of 356‘. in the 
number of white-collar workers in the same 
period. 

It is difficult to define and evalute all of the 
causes of this trend. Certainly, the growing com- 
plexity of commercial relationships has had an 
important bearing, and the increased demands 
for reports and statistics by government agencies 
has added to the work-load. It is my opinion that 
an important reason for this contrast is that office 
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work simply has not been subject to the technical 
advances and controls which have been applied so 
effectively to industrial processes. 

Accurate time measurement has contributed to 
the layout of production lines, to the determina- 
tion of working force requirements, to the com- 
pensation of workers, and—in the final analysis— 
the determination of a proper product cost. Un 
fortunately, the same management principles have 
not been applied with maximum effectiveness in 
office work. It is true that some highly repetitive 
jobs, such as those of billing groups or of central 
typing pools, have been operated on a measured 
basis. However, the vast bulk of clerical activi- 
ties have been controlled merely by comparing 
current force requirements with those of prior 
periods. Well, that practice is a lot like shooting 
at a target without aiming at the bulleye. It 
consists of aiming at the point where the last best 
shot landed, which could be anywhere. Office man- 
agement needs accurately determined bullseyes to 
control its costs. 

The increase in office workers cannot help but 
have a tremendous influence on the cost of doing 
business—particularly when coupled with rising 
salaries and wages. 

A wartime survey of a large segment of heavy 
industry showed that the number of accounting 
department employees increased by 51‘, , but that 
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their dollar cost increased by 93°~ during the 
same four year period from 1940 to 1944. In the 
accounting work related to sales activities, the 
average cost per invoice issued went up 25%. In 
the accounting work related to payroll and time- 
keeping, the average monthly cost per employee 
on the payroll increased 68%. Of course, these 
were war years affected by all of the influences 
that prevailed. Nevertheless, there is slight rea- 
son to believe that the trend has been reversed. 

Perhaps many progressive corporations are 
aware of the impact of these conditions on their 
own affairs, but it is overlooked all too often be- 
cause clerical costs seem to get lost somehow in 
the general category of “overhead.” Well, over- 
head is a matter of increasing importance in 
itself. It affords an opportunity for economy and 
competitive advantage under current conditions. 
Material and labor costs are tending toward com- 
paratively uniform levels between competing 
companies operating in the same general geo- 
graphical area. Even the advantages of superior 
processes and facilities tend to become common 
property as improved equipment becomes gener- 
ally available. 


From the worker's viewpoint 


Thus far, we have considered the clerical prob- 
lem from the management viewpoint. Let’s see 
how it looks to the office worker himself. 

Quoting from current Bureau of Labor sta- 
tistics, we find that the cost of living has gone up 
76.2% since 1939, but that the incomes of the 
white-collar class as a whole have gone up only 
64%. During the same period the average earn- 


ings of miners have gone up 159%. ; construction 
workers, 121‘. ; factory workers, 116%; trade 
and service workers, 90%; and public utility 


‘workers, 82%. 


The average factory worker with three de- 
pendents was earning $23.62 per week in 1939, 
and he was paying no income taxes. Today his 
average income after payment of small taxes is 
$51.17, which will buy the equivalent of $29.83 in 
1939. Thus the factory worker is better off by 
$6.21 in terms of 1939 buying power. The office 
worker’s viewpoint on this is as obvious as the 
fact that the state of imbalance cannot exist 
indefinitely. 


Corrective trends 


In general, there appears to be only two correc- 
tive trends possible. On the one hand, there will 
be a tendency for some types of office workers 
to seek factory employment. On the other hand, 
there will be increasing pressure to correct the 
inequity through salary increases. 

It seems evident that management cannot avoid 
the responsibility of determining accurately the 
appropriate office forces for a given volume of 
work. This will eliminate any tendencies toward 
over-staffing, and it will provide a basis for com- 
pensating clerical workers to the maximum extent 


_in accordance with the value of the work per- 


formed. The method of accomplishing this end is 
the subject of this paper. 

The principles of standard costs are not new, 
and they require few comments to a group of con- 
trollers. Their application has become a rather 

(Turn to page 56) 


DIRECTORIAL COMFORT 


New idea in directors’ 
rooms, for comfort and ef- 
ficiency. Directors’ room, 
St. Joseph Valley Bank, Elk- 
hart, Ind., equipped with 
DoMore Conferee chairs. 
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THE OFFICE 
AS .AN 
INFORMATION 

SOURCE 


By Vaughn Fry 


Staff Director of Research and Standards, 
National Office Management Association, Philadelphia 


Based on talk given before Akron, Ohio, Chapter 


*% HAVE you ever seen an office inventory that 
listed the word “Information”? Even in fine 
print? Yet such information deserves headlines 
in support of today’s management in the office. 
Such information may be simple or complex, obvi- 
ous or implied, resident in a phrase or a hand- 
book. It may cover a single action or a pattern 
of operation. It may be buried in the files or 
rest in your desk tray. It may even be negative 
information. Yet it is usable, respected infor- 
mation. 

But frankly, now, has office information been 
given its due? 

It might be more appropriate to rephrase our 
title to “The Office as the Source of Information” 
for business and industry, for management. It 
may be wiser, however, to establish a premise 
before proposing a conclusion. 


The premise 
Office information has at least three main 
characteristics: 


1—It is a vital source of control of business 
operations 


2—It is a basis for planning of future opera- 
tions 


Courtesy Albert Kahn Associated Architects & Engineers, Inc., Detroit 


3—It is a resource for historical reference— 
one index to the propriety of change 


Office information, simply defined, is the com- 
munication of knowledge or intelligence. It can 
be derived from original thinking, reading, 
observation, discussion, or instruction. Informa- 
tion is knowledge in digested form. It can be the 
result of experience gained scientifically—through 
application of expert knowledge or technical skill. 
It can be the offspring of the marriage of intelli- 
gence and knowledge. 


In the factory, information can be derived from 
the use of a micrometer or a chemical analysis. 
The “information” that is built into each cam- 
shaft, each bolt, each generator, is more easily 
reclaimed than that which resides in a file, an 
adding machine, or a form. It is no less reclaim- 
able and measurable. 


The tools for this reclamation and measure- 
ment—yes, of use itself, require sensitive and 
sensible fingers. These fingers are most adept 
on the hands of the office executive. In the use 
of these tools in the application of information in 
subtle ways lies the genius of the office executive. 
So subtle in fact, that this genius too often goes 
unrecognized. (Turn to next page) 
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The office executive is a practical idealist. a 
pursuer of unlimited interests and a practitioner 
of unequalled patience. Information is his em- 
bryo of endless detail underwriting sound organ- 
ization and effective planning. It is his motivator 
for the endless chores of interpretation and sim- 
plification, of comparison and analysis, and of 
guidance and self-effacement. 


Seven sources of the resource 

The office is the control center of business. In 
it are administered the products of the use of 
information. 

Records, for example. are a familiar product 
of information. They can be an efficient source 
of control: financial, personnel, sales. historical, 
procedural—the list is endless. Records can be 
mined unceasingly. Yet records are only one 
product, one form of office information. 

Seven areas suggest themselves as worthy of 
mining. Each shares with records infinite values 
as an office resource. Each can lend support to 
the premise and the conclusion. 

1. Office Equipment (Furniture)—such items 
as desks, chairs, tables, filing cabinets. trays, stor- 
age cabinets, book cases, wardrobes, safes. 

2. Office Paper—including bristols, bonds, and 
ledgers. It may also be classified by the type 
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required by the printer and the type utilized in 
connection with office machines. 

3. Forms, Records, and Procedures—involving 
elements of design, control, routines developed to 
handle repetitive operations. 

4. Office Supplies—pencils, binders. erasers, 
wire staples, blotters, to name a very few. 

5. Business Machines—exemplified by dupli- 
cating, transcribing, computing, check handling, 
mailing, and tabulating machines. 

6. Personnel Factors—including job descrip- 
tions, job evaluation, job classification, interview- 
ing, placement, compensation, employee benefits, 
testing training. 

7. Office Physical and Prysiological Factors— 
such as lighting, space per person, heating, drink- 


ing fountains, reception rooms, ventilation, noise, 
safety. 


Mining by question 

One of the simplest mining techniques is to 
probe for information by asking questions. The 
more penetrating the question, the richer the lode 
unearthed. The better point to the question in 
terms of the problem at hand, the more appropri- 
ate the information. First, the premise, then the 
questions to explore it: 


The search for information 
1. Office Equipment (Furniture) 

A chair is a source of information— 

Does it promote fatigue for its user? Is it 
dangerous—one of those “skid-terrors’”? Does 
it have one of the wooden center posts that shat- 
ter at bolt edge? Can it be adjusted? Is it the 
best buy for its price? Can it be easily matched? 

What about a desk ?— 

Is it a space waster? A price pleaser but im- 
practical? Does its color harmonize? Is it too 
high, too low? Is it a gadgeteer’s dream but a 
busy man’s plague? Is it built for a world of left- 
handers? Does it claw at nylons? 

Or a file cabinet— 

Does it literally consume its weight in file 
separators? Is it designed for a midget. a giant? 
Do its drawers fly out at a glance? Is it needed? 

(Turn to page 66) 


WOOD IN WALLPAPER 


@ WOOD PANELING EFFECTS were achieved in this office treat- 
ment by Robert Heller, Inc., industrial designers, through the use 
of Tru-Grain wallpaper, product of Ullman Co., Brooklyn, New York. 
The Heller organization selected this American walnut effect from 
among the twenty-one patterns of wood and marble in which the 
paper comes. Printed in plastic ink and having a cellulose plastic 
surface, the paper is washable. 
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H. Armstrong Roberts, Phila 


Classifying Office Equipment Literature 


By Michael A. C. Hume 
Staff, J. K. Lasser & Co., New York 


% ANY office manager or systems analyst who 
tries to keep informed about current develop- 
ments in the office equipment field finds that he 
soon accumulates mountains of pamphlets, bro- 
chures, clippings, data sheets, and notations on 
the various types of equipment, their speeds, 
capacities, prices, sizes, and accessory attach- 
ments. Naturally, some of this literature can be 
thrown away after one reading. However. much 
of it has a permanent reference value. How keep 
it so it can be used efficiently? 

An equipment data file is a very useful tool to 
anyone whose job includes the making of deci- 
sions on equipment selection. However, in set- 
ting up such a file, there is the problem of devis- 
ing a method of classifying the material so that 
it can readily be found when needed. The follow- 
ing features would be desirable: 

(1) It should provide a simple and easily under- 
stood classification so that it can be used by 
any staff member needing information. 

(2) It should be capable of being maintained 

with a minimum expenditure of time. 

It should file data on equipment capable of 

doing similar jobs together so as to facili- 


— 
+6 

“~ 

_— 


December, 1948 


tate comparison of alternative solutions to 
a problem. 

One possibility is to file all literature according 
to manufacturer. This may be satisfactory 
where there is only a small amount of literature. 
However, in situations where there is a large file, 
with frequent reference to it, it has been found 


desirable to have literature accessible by type. . 


The sort of question that usually comes up is 
something like “Who makes pegboards?”. This 
would lead to the necessity for an elaborate cross- 
index system, probably on index cards. The chief 
difficulty with this method is that it requires the 
expenditure of a lot of time to maintain it. It is 
further complicated by the fact that some manu- 
facturers produce a great variety of equipment. 
To overcome this difficulty, literature may be 
filed according to the type of equipment. One cau- 
tion here is to avoid a classification based pri- 
marily on the mechanical functioning of the 
equipment. For example, under “Relief Dupli- 
cating” such a plan might include Addressograph, 
automatic typewriters, and Multigraph because 
all three reproduce from raised type surfaces. 
Mechanically that is true, but it is not a particu- 
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larly useful classification from the systems point 
of view. 

A method of classifying office equipment data 
which has worked very satisfactorily in use in 
our firm calls for setting up file folders tabbed in 
three positions. The first position would indicate 
the major classification, such as “Adding and Cal- 
culating Machines.” The second position would 
indicate the sub-classification, such as “Adding 
and Listing—Full Keyboard.” And the third 


position would be used for brand name when 
there is sufficient data about a particular make to 
justify opening a special folder for it. 

The framework for this plan for indexing, as 
outlined by the Systems & Procedures Institute, is 
reproduced with this article. 

The most effective use of this method requires 
a few cautions. First, the captions are based on 
the terms popularly used to describe the equip- 

(Turn to page 62) 


Plan For Indexing Office Equipment Literature 


(Courtesy of the Systems & Procedures Institute) 


ADDING AND CALCULATING MACHINES 
Adding and Listing—Full Keyboard 
Adding and Listing—Ten Key 
Calculators—Key Driven 
Calculators—Rotary 


ADDRESSING MACHINES 
Metal Plate 
Fiber Stencil 


BOOKKEEPING MACHINES 
Desk Model 
Multiple Register—Non-typing 
Multiple Register—Typing 


CHECK HANDLING EQUIPMENT 
Check Writers 
Check Signers 
Check Protectors 
Check Endorsers 


Perforators 


CONTROL BOARDS AND SCHEDULING 
DEVICES, COUNTING DEVICES 
Automatic Counters 
Taily Registers 


DICTATING MACHINES 
Cylinder 
Disc 
Wire 


Tape and Film 


DUPLICATING EQUIPMENT 
a. Hectographic Reproduction 
(1) Gelatin process 
(2) Spirit process (also known as liquid proc- 
ess or direct process) 
b. Stencil Reproduction 
Photographic Reproduction 
(1) Direct copying 
(2) Reflected light 
(3) Heliographic {including ammonia prints) 
(4) Microfilm 
d. Lithographic Reproduction 
(1) Direct plate 
(2) Photo lithography 
e. Relief Printing 


(a) 


FILES, CARD 
Vertical and Tub 
Visible 
Vertical Visible 
Rotary 


Panel or Strip 
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FILES, PAPER 
Files, Vertical—Drawer Type 
Files, Vertical—Side Opening 
Filing Accessories and Supplies 
FURNITURE, OFFICE 
Desks 
Chairs 
Stands for Machines 
Etc. 


INTERCOMMUNICATION EQUIPMENT 
Vocal 
Written 
Signal Type 
Pneumatic Tube 
MAIL HANDLING MACHINES 
Meters for Mail 
Scales 
Letter Openers 
Inserting Machines 
Sealing Machines 
Labeling Devices 
Folding Machines 
MISCELLANEOUS EQUIPMENT DATA 
PEGBOARDS 
Strip 
Collating and Writing 
PUNCHED CARD EQUIPMENT 
Tabulating—I.B.M., Remington Rand, etc. 
Needle Sorting Equipment 
Folding Machines 
REGISTERS, AUTOGRAPHIC 
REGISTERS, CASH 
REPRODUCTION 
SORTING AND COLLATING DEVICES (PAPER) 
Sorters, Bin 
Sorters, Leaf 
Sorters, Vertical 
Collators 
TIMERS, CLOCKS, AND WATCHES 
Clocks 
Time Locks 
Time Recording Devices 
Time Signals 
Stop Watches 
TYPEWRITERS 
Manual 
Electric 
Automatic 
Changeable Type 
Flat Bed 
Billing Models 
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XEROGRAPHY 
AIMED AT 
THE OFFICE 


RIGHT: Dry printing is one of the potential uses of the process. 
With this experimental machine, Battelle engineers have already 
achieved a press speed of 1,200 web-feet per minute. Chief ad- 
vantages of Xeroprinting will be the light weight of printing ma- 
chinery and the simplicity of plate-making. Since the image is 
transferred from plate to paper electrostatically, no pressures are 
required. The use of dry powder as the printing medium also 
eliminates drying and offset problems. 
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% THE OFFICE will probably be the scene of 
one of the first practical applications of Xerogra- 
phy, a new, dry photo-reproduction process de- 
veloped by Battelle Memorial Institute of Colum- 
bus, Ohio, in co-operation with the Haloid Co., 
Rochester, N. Y., it was indicated at the recent 
unveiling of the process at a demonstration at the 
Waldorf-Astoria Hotel, New York. 


While not yet out of the laboratory stage, the 
process, which uses electrostatic principles to take 
pictures, reproduce documents, and to print on 
virtually any surface, will be the basis for a 
simple, compact device for reproducing copies of 
letters, documents, engineering drawings and 
line work. Such a machine is being readied for 
the market, according to Joseph C. Wilson, presi- 
dent of Haloid Co. 

Dr. R. M. Schaffert, head of graphic arts re 
search at Battelle, points out that Xerography is 
based upon two principles long known to sci- 
entists. One is the principle of photo-conduc 


(Turn to page 82) 


LEFT: How Xerography works: 

1. Surface of specially coated plate is being electrically charged 
as it passes under wires. 

2. Shows coating of plate charge with positive electricity. 

3. Copy (E) is projected through lens in.camera. Plus marks show 
projected image with positive charges. Positive charges dis- 
appear in areas exposed to light, as shown by white spaces. 

4. A negatively charged powder adheres to positively charged 
image. 

5. After powder treatment (Fig. 4), a sheet of paper is placed 
over plate and receives positive charge. ‘ 

6. Positively charged paper attracts powder from plate, forming 
direct positive image. 

7. Print is heated for a few seconds to fuse powder and make print 
permanent. 
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Weldwood Tackles 


% MANY BRANCH OFFICES are still going 
through a repetitive billing procedure wherein 
they must re-type shipping information received 
from the plant on a special branch invoice form. 
Perhaps, too, the plant is suffering from that 
common ailment which often affects the ninth, 
tenth, and eleventh, and most surely the twelfth. 
thirteenth, and fourteenth copies of an order 
form, to the end that a repeat typing job must be 
done on the invoice in order to have all copies 
legible. 

The Weldwood Division of United States Ply- 
wood Corp., New Rochelle, N. Y., serving branch 
offices in all the major cities in the country, had 
this situation until just recently, when they sub- 
jected their entire invoicing procedure to a thor- 
ough overhauling. 

Under the old system, the plant struggled with 
a small-sized 8-part form which was highly satis- 
factory for seven or eight items per order, in 
quantities small enough to allow complete ship- 
ment. The complete shipping and billing opera- 
tion became awkward, though, when larger orders 


Master and variable master are key to system 
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Repetition Headache 


calling for many part shipments and correspond 
ing billings had to be executed with this form. 
The headaches became more pronounced when 
extra copies of the order were called for (govern 
ment inspection copies, for instance, or additional 
copies for the customer’s own records) which, be 
ing the last in the set, often were illegible. 

Many of the branch offices of U. 8S. Plywood 
handled all the customer invoicing on their own 
bill-head, which necessitated transcribing on their 
own bill-head whenever merchandise was shipped, 
whether on a unit order, or on part shipments. 
The plant, too, had an expanded bookkeeping 
operation, because it was billing each branch office 
for material ordered. 

The New Rochelle Division eliminated a lot of 
repetitious typing and cut down billing costs com- 
pany-wise when they installed Ditto equipment 
and enlarged their form. The Division had to 
change its entire order-taking and billing proce- 
dure, but the results achieved here, to its way of 
thinking, made the effort worth while. 

Here, the Ditto master and a variable master 
is the key to an economical system. Almost al- 
ways, a 10-part set of forms is the standard, with 
occasional extra invoice copies the customer might 
ask for. The forms (original, accounting, acknowl- 
edgment, invoice, and shipping copies, etc.) do not 
come in prepared sets, but are collated in the size 
of the set required for the particular order. The 
master is typed up, and that is the last time any 
writing has to be done. 

The masters for each order are kept on file. If 
by some chance the invoice goes astray in the 
mail, or is inadvertently destroyed, it is a simple 
matter to run off the required replacement forms 
on the machine. A list of invoices is maintained 
in sequence each month for reference in an emer- 
gency such as this. 

The variable master is a slip duplicating the 
quantities back ordered and shipped, and the price 
columns. This slip is super-imposed on the origi- 
nal master to give the customer shipping notices 
and invoice for a partial shipment as well as new 
accounting department copies. 

Actual savings in the use of this system are 
more obvious in the company’s branch offices than 
are apparent in the plant, as far as invoices are 
concerned. Repetitious typing here was elimi- 
nated, and branch office bookkeeping was reduced 
considerably. A very practical advantage of the 
process used is that it eliminates nearly 100 
of all chances for clerical errors, which frequently 
occur in re-typing operations. 
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ABOVE: 

ADJUSTABLE RADIUS CHAIR, made by the Wheeldex Mfg. 
Co., 40 Bank St., White Plains, New York, is available with either 
posture or executive type seating. The chair is regularly adjustable 
on a radius up to 22 inches, but can be made longer on special 
order. Priced at $250 with clerical type posture seat shown. The 
company has a second chair known as an adjustable area chair. 
It enables operator to ‘‘float'' to any point within the six feet 
diameter area covered by the chair, whether it be within a square, 
circle, or a rectangular or irregular shape. Chair moves in and out 
radially as well as to swing on an arc at any radius point. This 


chair is criced at $350. 


ABOVE: 

SUPER WATER COOLER, Model 26, uses a statically-cooled 
condenser which eliminates the use of fan, fan motor, and belts. 
The company, Sunroc Corp., 27-08 40th Ave., Long Island City, 
N. Y., claims this new design, permitting the elimination of these 
parts, reduces service required by the unit to an absolute minimum. 


December, 1948 


@ Featured on this and on 
several of the following pages 
is a selection of some of the 
new things for the office shown 
at recent National Business 


Show held in New York City. 


ABOVE: 
SOUND-ON-WIRE machines, engineered for office dictation, and 


featuring simplified controls, is now available from Dictatron, Inc., 
62 Schenectady Ave., Brooklyn, N. Y. Of compact construction, 
11/2 inches wide, 10!/2 inches high, Dicta-Wire is available in a two- 
tone office grey finish. It has such features as an automatic coun- 
ter, fully calibrated to shew the length of each letter, and the 
place of each word; a patented injector magazine which eliminates 
the handling of the spools and is readily interchangeable with other 
uniis; exceptionally fast winding of wire, forward or reverse; volume 
control which can be expanded or contracted by either dictator 
or transcriber at will; and telepnone recording. Extra-light ear- 
piece and simplified foot pedal control are other features. There 
are no supply costs, the wire being reusible indefinitely without 
loss of fidelity or clarity. Unit can be used for beth dictation and 
transcription, and can be operated by anyone after five minutes of 
instruction. Dicte-Wire retails at $395. 
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BELOW: 
INTERNATIONAL BUSINESS MACHINE CORP.'S newly 
designed all-electrical typewriter, incorporating all the well- 


known IBM electric features, contains many notable improvements 
among them a fully-ernclosed keyboard, new-shaped keys, an ad- 
justable platen for multiple carbon copies, a four-position ribbon 
control and an electric ribbon rewind. 
standard and an executive model. Further increased efficiency and 
economy ar2 offered in the 'BM Card-Controlied Tape Punch 
and the IBM Tape-Controlled Card Punch. Through the medium 
of a paper tape, cards may be punched in one location, used as 
original records, and a duplicate set of cards prepared in a dista>t 
location without forwarding the actual cards. 


The machine comes in a 


RIGHT: 
CARDOPLATE SELF-WRITING RECORD from 


accounting forms, making it possible for the first 
ing history to add the mechanical 
accounting record. 
from a posted record at point of use. 


is four lines of .166-inch spacing, giving 25 cha 
the inch in each line. 


space between the centers. In conjunction with 
self-writing unit, the company is also introducing 


Multigraph, 329 Fifth Ave., New York, embodies the use of a light 
weight embossed metal plate which can be attached to standard 


“mass typing’ 
Addressograph plate to the conventional functions of a 
It introduces accurate, mechanical processing 
of data and enables users to transcribe key information about per- 
sons, products or services instantly on any business form—directly 
The Cardoplate capacity 


The plate itself is 234 inches long and 
13/16 inches wide and holes through which the plate is attached 
to the records are 3/16 inches in diameter giving 2!/2 inches of 


scribing unit, to be known as Addressograph Model 125. 
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LEFT: 


DOUBLE-DUTY DESK, designed and manufactured by Cole 
Steel Equipment Co., Inc. The desk may easily be dismantled, if 
the component parts are to be used separately. The 2 filing 
drawers are full letter-size, and the safe assures immediate accessi- 
bility of valuables. Besides the Double-Duty desk's all-purpose and 
space-saving possibilities, it has the added advantages of modern 
streamlined design—steel units in baked enamel finish, linoleum top, 
and smartiy finished aluminum edgings; durability of material and 
construction; and a choice of olive green or Cole grey, as well as 
mahogany, grained walnut, or knotty pine finishes. The retail price 
ranges from $139 to $175. Cole Steel Equipment Co., Inc., 285 
Madison Ave., New York 17. 


ABOVe: 
THE NEW MODEL 4 Audograph of the Grey Mfg. Co. 


Hart- 


ford, Conn. Compact, portable dictating instrument comes in three 


models—secretarial, executive 


and Mester model, which is a com- 


bination dictating and transcribing machine capable of recording 


telephone conversations. 


Has built-in speaker—playback through 


hand-microphone if desired. One hour dictating capacity on one 


disc equal to 28 typewritten pages. 


Electromatic index quickly 


indicates corrections and length of messages. Single lever contro! 


for recording or listening. Tone and volume control. 


Choice of 


listening devices. There are other features applicable to the vari- 


ous models. Plastic discs are mailable and filable. 


Addressograph- 


time in account- 
' features of an 
basic 
a 


racters at 12 to 


the Cardoplate 
a portable tran- 
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ABOVE: 

14-INCH FLOFILM DUPLEX CAMERA of Diebold, Inc., Canton, 
Ohio, for microfilming both sides of documents at one feeding, has 
many revolutionary features. This new addition to the 1949 Flofilm 
line of microfilming eauipment will, the makers s4y, record front 
and endorsement microfilms of 12,000 checks on a single rolls of 
lémm film, feeding the checks automatically at rates up to 18,000 
per hour 


BELOW: 


CAMERA-READER, a 35mm microfilm combination, is made by 
United States Microfilm Corp., 1860 Broadway, New York. It 
records quickly, indexing the microfilm automatically, and projects 
microfilm back to the full size of the original papers. It is actually 
a fixed-focus camera and reader combined into one piece of equip- 
ment and easily transportable. Priced at $595. Utility desk shown 


is extra. 


ABOVE: 

ROLL IMPRINTER designed for organizations with large monthly 
mailings and where forms require imprinted information subject to 
frequent change. Processes continuous forms at the rate of 12,500 
three and one-halt inch forms per hour (other sizes at proportion- 
ate rates). Imprints one or both sides of each form. Inserts current 
date where desired. Numbers consecutively with special attach- 
ment. Adds signatures. Slits off marginal punching. Detaches 
forms and stacks consecutively. These are performed in one opera- 


tion through the machine. From the Standard Register Co., Dayton, 
Ohio. 


ABOVE: 

IBM HIGH SPEED Electric Punched Card accounting machine 
with three-line listing feature, will print three lines of information 
from one IBM card. Several amounts also can be listed and 
cross-added or cross-subiracted simultaneously from one card. 
The machine has greater speed, a new carriage control for added 
flexibility and a new modern appearance. Another high--spead 
accounting machine, which is equipped with the IBM bill feed, 
will print one line of information from each card or will accumu- 
late figures in many cards and print the results. This machine 
may be equipped also with the IBM tape-controlled automatic 
carriage. 
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ABOVE: 


ADDRESSOGRAPH FEEDING DEVICE. A new machine which 
makes possible feeding of continuous forms at many times the rate 
of feeding cut forms by hand. Multiple copy forms go through 
machine automatically with clear, legible carbon copies. Continu- 
ous forms are drawn by pin feed device from pack in loading tray, 
across machine table and stacked in refold tray. Each set of forms 
advances automatically to correct position. Can be equipped to 
skip form headings automatically. Forms partially filled out on the 
Addressograph can be completed by continuous operation on a 


typewriter, billing, accounting or tabulating machine. Another 
new product from Standard Register Co., Dayton, Ohio. 
ABOVE: 

THE NEW MODEL A-7 letter opener for bulky mail. Designed 


especially for opening such mail as bank transit mail, report mail for 
insurance companies, and any office having mail of unusual thick- 
ness, the A-7 is electrically operated for high-speed operation. 
Made by the Bircher Co., Rochester, N. Y., who make other models 
of letter openers and sealers—hand and electrically operated. 
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ABOVE: 


THE CONFEREE, new product of the Domore Chair Co., Elk- 
hart, Ind. The chair has the adjustable, oscillating back with con- 
trolled spring tension found in Domore executive models, thus 
combining the means of sitting in healthful posture with luxurious 
comfort. Designed by Vavrik, the Conferee health chair is avail- 
able in a variety of upholstery coverings. 


ABOVE: 


NEW SPEED and operating ease are featured in the advanced 
Burroughs bank bookkeeping machine shown for the first time at 
the National Business Show. Because of automatic control of addi- 
tion, subtraction, totalling, spacing, printing, and register selection, 
the machine can be operated by a novice after only a few instruc- 
tions. Among the new features are several developments aimed at 
greater ease and speed in handling paper. Alignment of forms 
has been simplified, and transparent guides of ‘self-squaring’ con- 
struction facilitates form insertion and provide precision alignment 
for neater and more accurate records. New design permits com- 
plete visibility of carriage position and column headings at all 
times. Other new features are a lighter touch for key and bar de- 
pression, and a new color harmony developed to eliminate eye 
strain and blend with modern banking quarters. 
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ABOVE: 

AMERICAN AUTOMATIC TYPEWRITER CO., 614 No. Carpenter 
St., Chicago, demonstrated the Addresso-Typist, which can type 
152 twanty-line letters ccomplet2 with four-line addresses and per- 
sonal salutations in a single eight-hour day. This is accom- 
plished by means of continuous form letterheads which are per- 
forated for quick, easy separation into individual letters. Operat- 
ing with record rolls which look like the rolls for old-fashioned 
player pianos, the machine requires two rolls, one for the body of 
the letter and another for the address and salutations. A simple 
change in the recerd roll adjustmenis makes it possible to switch 
from continuous form to regular letterheads. Made by mant- 
facturers of Auto-Typist. 


BELOW: 

DUAL-FEED ELECTRIC REGISTER. Installed at the receiving 
platform, the register permits immediate writing of a set of receiv- 
ing records with a simultaneous listing of each successive receival 
on a controlling “key sheet.’ The key, or ‘line,’ sheet remains 
locked in the register until an authorized person removes it. Each 
entry is identified by the same pre-printed consecutive number as 
the corresponding receiving memo set. The third new machine 
from the Standard Register Co., Dayton, Ohio. 
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ABOVE 

D. S. J. VARI-TYPER, a machine which permits type composition 
in the office by an office typists, is from the Ralph C. Coxhead 
Corp., New York. It resembles a typewriter, both in appearance 
and operetion, but actually produces finished reproduction copy 
of type matter ready for use in photo-engraving, printing or lithog- 
raphy. The margins are automatically squared and the spacings 
uniform, just as in metal-cest type composition. 

The machine writes with various sizes and styles of type, from 
5/2 point newspaper style to 12 point book types. Changes from 
one to another are made instantly by means of small type “fonts” 
no bigger than the operators forefinger. Two such fonts fit into 
the machine at one time and loading is done simply. 


ABOVE: 


ELECTRIC COLLATOR of the Thomas Mechanicai Collator Corp., 
30 Church St., New York. The Gathermatic, a completely electric 
collator, automatically collates and staples 1,500 sets per hour. 
Each set is automatically gauged by an electric set selector for 
accuracy. Complete sets are delivered to receiving bin in the 
forward part of the machine. Sets need not be stapled if so de- 
sired. Any imperfect set containing too many or too few sheets, is 
automatically diverted into a rejection pocket at the rear of the 
machine. This permits the machine to remain in continuous pro- 
ductive operation because the machine does not stop when it 
rejects an imperfect set. Machine downtime during the operat- 
ing period is completely eliminated. The automatic stapling unit 
takes a spool of wire which will staple 5,000 sets before reloading. 
An automatic counter can be set to stop the machine after any 
desired number of sets have been collated. The company also 
makes the Auto-Stapler a completely automatic stapling machine 
designed specifically for office use as a production stapling 
machine. 
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ASOVE: 

GRIP-A-TAB, a complete new line of dispensers for Scotch tape, 
is manufactured by Derby Sealers, Inc., Derby, Conn. The heart of 
the Grip-A-Tab mechanism is a retractable knife. The blade ‘s 
hidden under a protective covering. When you tear off the strip. 
the knife comes out, cuts the tape and goes back into hiding. 
There are several models in the line. Some are heavy for counter 
work, others are mounted on brackets for fastening to tables, walls, 
or even under tables or work benches. All are so arranged they 
can be set to operate at any angle, regardless of the height or 


position of the operator. 


BELOW: 


EXHIBITED BY THE Robotyper Corp., 18050 Ryan Road, Detroit 
12, Mich., is the new |. B. M. typewriter, operated automatically. 
Although the new typewriters incorporate many new engineering 
advances as well as style changes, the standard Robotyper model 
provides necessary mounts. A few simple changes are necessary, 
but nothing involving parts than cannot be readily substituted. 
Robotyper equipment activates electric typewriters at triple speed 
automatically producing “handtyped” letters with perfect match 
of salutation and body. A typist can operate as many as four 
machines with a total capacity of up to 600 or more letters a day. 
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BELOW: 

CARD-CONTROLLED TAPE PUNCH from International Business 
Machines Corp., 590 Madison Ave., N. Y. IBM cards punched 
with any numerical or alphabetical information, are placed in this 
machine, which reads the informaiion in the cards and puts it into 
a paper tape. One roll of tape 8 inches in diameter and less than 
an inch wide contains all the information punched in 1500 such 
cards. The small roll can be sent to wherever the information is 
needed, while the original cards are retained locelly for future use. 
See page opposite for other new machine. 
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ABOVE: 

DAVIDSON MODEL 210 Series Offset Duplicator, a small 
compact unit specifically designed for multiple-copy systems work 
and short-run duplicating. Model 210 will handle any paper stock 
from onion skin to light cardboard and these varied weights of 
paper can be used alternately without changing pressure adjust- 
ment. Perfect registration is maintained by controlling the paper 
all the way through the machine, thus preventing it from getting 
out of alignment. The blanket cylinder is at the top where it is 
easily accessible for cleaning. Power driven for automatic opera- 


tion and can also be operated by hand. Davidson Mfg. Co., 1020 
W. Adams St., Chicago 7 


BELOW: 


TAPE-CONTROLLED CARD PUNCH, another new IBM product, 
in which the perforated tape prepared in the Card-controlled Tape 
Punch is translated back into punched cards. Material common 
to all cards may be punched through use of the duplicating device. 
These cards, duplicates of the orginal set stiil in the branch office, 
then are ready for the preparation of any desired reports. 
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BELOW: 


EIGHTEEN PRINCIPAL NEW features to simplify and speed up 
figure-work are found in Marchant Calculating Machine Co.'s new 
Figuremaster automatic electric calculator. Among these new fea- 
tures is "phantom touch" key action, which is more than twice as 
light as before. Controls have been simplified and closely groupec 
to reduce hand travel. Scientifically designed key-tops guard 
against operator error and speed up touch-system operation. A 
new arrangement is introduced in the Figuremaster whereby the 
decimal is pointed off automatically in division, whether the quo- 
tient is expressed in decimals or in a percentage. The decimals are 
pre-set by a simple ‘mechanical’ process and the point-off then is 
automatic, making it impossible even for inexperienced operators 
to lose the decimal. 


BELOW: 


AUTOMATIC TABULATING CALCULATOR, grand total mode! 
ST, is from the Friden Calculating Co., Inc., San Leandro, Calif. 
This model and its companion, modei S, are completely automatic. 
Model ST, shown, is equipped with two keyboards, one for the 
multiplicand, the other for the multiplier. When these values are 
set on the keyboards, a touch of the proper control key starts 
and finishes the entire calculation, which includes clearance? of dials 
shifting of carriage, counting and showing the number of revolu- 
tions in each position, and clearance of both keyboards. Machine 
calculates and accumulates answers to a grand total. Operator 
merely copies answers and sets factors. 
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USEFUL 
In The en” 
Office . 


ABOVE: 
STEEL CHECK SORTER featuring slanting steel quides, easy-to 


read angle index, and Celluloid covered letters, is handy for sortino 
such items as time cards, deposit slips, invoices, and correspond- 
ence. The sorter comes in green baked enamel finish with black 
letters, and is available in five different sizes. In addition, it can 
be made with as many divisions as are specified. Complete infor- 
mation on the sorter can be had from the manufacturer, Abbott 
Coin Counter Co., 143rd St. & Wales Ave., Brenx, N. Y. 


RIGHT: 

BOOKKEEPER'S RULE that bends with the book is a product of 
the Westcott Rule Co., Inc., Seneca Falls, New York. Made of 
carefully selected rock maple, this rule has smooth, rounded corners 
for added protection. Model shown is 15/16 inches wide, 5/64 
inches thick, packed one dozen in a box, one brass edge, scaled in 
l6ths on one edge both sides. 
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BELOW: 


NEW MODEL 1500-I drawing pencil is the latest released by the 
Koh-!-Noor Pencil Co., Inc., Bloomsbury, New Jersey. Made to retail 
at 15 cents, the new pencil is end-rounded, with a brown panel on 
which degree numbers are imprinted in gold on three sides. Made 
in 17 degrees, using imported leads. Each dozen is wrapped in 
cellophane and packaged in a lithographed metal box. More infor- 
mation trom the company 


| a 


ABOVE: 

STOWAWAY is the name given this pocket ball pen by the 
American Pencil Co., Hoboken, New Jersey. The pen is made in 
a variety of color combinations for both men and women and is 
smartly styled. A full size pen when open, Stowaway is half size 
when closed, and will fit the tiniest pocket or purse. Retail priced 
at $I each with refill units at 50 cents each, complete with new 
barrel and cartridge. 


LEFT: 
PORTABLE TAPE RECORDER with a powerful amplifier with 


separate channels for recording and listening, an 8-inch speaker, 
and an oversize motor, has been developed by the Webster Electric 
Co., Racine, Wis. Other features include a recording volume in- 
dicator eye, fast rewind and forward speeds without rethreading 
the tape. Machine also permits making recordings from a micro- 
phone, radio tuner, or phonograph transducer. Can also be used 
as a public address system. Operates on 110-117 volt, 60 cycle AC, 
and is priced at $395 in carrying case with microphone. 
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SWA TCHE : 
CUTS AND ELECTROs 


MAPS AND PLANS 


ENGRAVINGS 


ueavy ste. BLUEPRINT CABINET 


Solidly built of heavy gauge furniture steel. Smooth gliding 
drawers on ball-bearing rollers, equipped with rear hood 

and lift compressor in front. 5-drawer units that can be securely 
stacked to meet your individual requirements. 


Inside drawer dimensions: 37” wide, 25” deep, 2%” high. 


No. 4030. 5-drawer uniton.. $89.00 
Base for above... $14.00 


Prices 20% higher in Denver and West of Rockies. 


FREE CUT OR PHOTOGRAPH OF THE ABOVE UNIT AVAILABLE ON REQUEST. 
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STURDY CONSTRUCTION — Prontos are built of 275-Ib. 
test corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 
into solid units and stack as high as the ceiling, saving 
valuable floor space. 


SIZES AND PRICES 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 
appearance, finished in an attractive olive green. The steel 
drawer front matches your regular active office files. 


ry oe 


t ‘ ‘tae <p Pies 
Inside Dimensions FIBER BOARD | STEEL “1 = 
Suggested Uses — = ; Ss FRONT = a. : , : je 
— ee Sage hee No. we, , No Single Carton 

tletter Size H 12%. . 10%... 24 E210 . . $3.10. . $3.00 || 1210L . . $3.85. . $3.75 weet af 
tlegal or Cop . c%.. GH. . E510... 3.75.. 3.65 || ISIOL. . 4.85. . 4.75 maine retina ame 
Invoices 10% .. 8%. . 24 E109... 2.75.. 2.65 |} 107L.. 3.40. 3.30 a 
*2 Rows 8x5 Forms 10%. . 8%. . 24 E108... 3.05.. 2.95 || 108k... 3.65 3.55 , _ = 
Freight Bills “%..7 ..% £97 .. 2.60 2.50 |] 1971L .. 3.10. . 3.00 4 [ 
Checks | 10Y%e.. 4%... 24 E104... 2.65 2.55 || 104L.. 3.40. 3.30 ft a 
Drafts or Checks ".. hh... 2% E94 2.10 2.00 1941L .. 2460.. 2.80 : - : = ; 
5x8 Forms || 8%.. 8%... 24 E8s 2.35 2.25 | 185IL . . 2.05 2.75 a . a, ‘ ~ ‘ 
Tabulating Cards %.. H..™ E73 2.10 2.00 |) 1731L.. 255... 2.45 * ' as SS 
3x5 Cards (3 Rows)|| 16/2... 41/2. . 24 £64 3.75... 3.65 || 1645L.. 485... 4.75 \ 
4x6 Cards (2 Rows)|| 12% .. 5 .. 24 E24... 2.75.. 2.65 |} 1245L.. 3.40... 3.30 ; 
3x5 Cards (2 Rows)|| 10% .. 3%. . 24 E03... 265.. 2.55 || 103L.. 3.35... 3.25 Ee 

Vouchers ti Se. . 10%. . 24 E592... 2.90.. 2.80 || IS92L.. 3.465.. 3.55 a ies 
tledger Sheets %,.82 ..% E91 350.. 340 | 912L.. 4.25. . 4.15 
tledger Sheets | 12%. . 12%... 18 E12 4.45 4.35 || 1212M.. 5.80.. 5.70 So 


*These numbers have removable divider partitions. 


NEW DEALERS 


tPacked 6 to a carton—all others 12 to a carton. 


INVITED — 


Prontos Installed at the Underwood-Elliott Fisher Co. 


WRITE FOR CATALOGUE 


PRONTO FILE CORPORATION , 
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WATCH 
THAT 
BEEP! 


By Kimball Darby 


( Concluded from the November issue) 


* SO MUCH for plans of dictating machine 
manufacturers to facilitate the tie-in of their 
machines with the telephone, under the new FCC 
ruling requiring a “beep” signal when recordings 
are made of interstate and foreign telephone talk. 
Incidentally, the only machine that at this writing 
is already equipped for tie-in without extra 
attachment is Gray Mfg. Co’s Audograph. 

The telephone companies claim that they, too, 
are interested only in covering the costs involved 
in maintenance and installation service—that 
they have no desire to increase their revenues by 
reason of the new tariffs. They too report com- 
plaints in the form of letters from many of their 
customers who are alarmed at these developments, 
and who feel that widespread practice of phone 
conversation recording is undesirable. 

Telephone conversations have been recorded 
in business since the early nineteen twenties. It 
wasn’t until World War II, though, that the prac- 
tice commenced to grow in popularity. Connec- 
tions are made to the telephone either directly, 
or by the induction method. Where direct con- 
necting was employed, the installation often was 
made by the manufacturer who sold the machine, 
with surprisingly few and indecisive complaints 
from the affected telephone company. Telephone 
installation or repair men, coming into an office 
for routine maintenance work would spy a record- 
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ing attachment and advise the customer that it 
should be removed. Whether or not legal action 
had ever been attempted by any of the telephone 
companies around the country in the years prior 
to 1946 when the hearings commenced isn’t im 
mediately discoverable, but the assumption is of 
course that had there been, the present confusion 
would not now exist. 

In any event, the telephone companies have 
based their arguments on the sanctity of the pri- 
vate telephone conversation and the claim that it 
is not only right but also their duty to maintain 
properly the telephones and auxiliary equipment 
that is their property. The manufacturers claim 
that, since the various telephone companies will 
assist a customer with the installation of an ex- 
tension line, with wire corrections to make up for 
power loss, and head phones for the benefit of a 
secretary taking down telephone conversations in 
shorthand, the “sanctity” argument is not a 
valid one. 

As it stands now. the users of the recording 
equipment have won the right to record telephone 
conversations, the FCC ruling that the need for 
such practice exists in business. But the Com 
mission also ordained that a tone signal must be 
incorporated in the installation so that anybody 
whose conversation is being recorded will be so in- 
formed. Furthermore, the Commission vested in 
the telephone companies the authority and the re- 
sponsibility for the connection of the recording 
instrument to the telephone. Responsibility for 
continued good service of the equipment is also 
the telephone companies’, with the right to issue 
the tariffs governing the whole practice of re- 
cording telephone conversation. Production of 
the recorder-connector by telephone manufactur- 
ers as well as that of the adapters being turned 
out by the affected manufacturers, is proceeding 
slowly. Meanwhile, Dictaphone Corp. has ad- 
vised its customers that in the opinion of its coun- 
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sel, they can continue their recording practice 
just as they have in the past, until such time as 
the new accessories become available. 

For the individual whose conversation a busi- 
ness organization might sometime wish to re 
cord, a publicity campaign will be undertaken by 
the telephone companies, so that he'll become ac- 
quainted with, and recognize the tone signal. This 
educational program will take the form of bill 
inserts, information prominently placed in tele- 
phone directories and possibly telephone booths. 

Doubtless many individuals who have been 
using the equipment prior to the issuance of the 
tariffs, doubting the legality of the ruling, are 
commencing to think of violation of the order 
and evasion of the tariff charges. This is borne 
out by a sampling of the protest letters. Others 
have been intrigued by the phrase, “. .. in inter 
state and foreign telephone communications,” a 
term often used in FCC’s published reports. 
People get to thinking about this qualifying 
phrase, and begin to hope that the order will 
have no bearing on intrastate telephone conver- 
sations. This may be so, except that various state 


authorities tend to follow the example of the 
Federal body in matters of this nature. However 
that may be, the telephone companies have al- 
ready filed tariffs with the state commissions 
which make effective for exchange and intrastate 
toll service, regulations which are the same as 
those in the FCC tariffs covering interstate and 
foreign toll calls. If penalties for violation of the 
tariffs seem vague and nebulous now, there can 
be little doubt that they will in time become crys- 
talized. One penalty that seems highly possible 
is the loss of telephone service to the customer 
who insists on going his own way without regard 
to the regulations. 

And so, the Battle of the “Beep” has simmered 
down for the time being. The manufacturers are 
acquiescing to the order, encouraged by FCC's 
assurance that their interest in the matter is a 
continuing one, and that their ruling as it now 
exists need not be considered absolutely final. 
They're hopeful too, that somewhere around the 
country, sometime, a test case will develop to the 
end that these and many other questions of the 
controversy will be resolved. 


Helps Employees See Place in Picture 


% EARLY THIS YEAR, the McNeil Machine & 
Engineering Co., of Akron, Ohio, embarked upon 
a direct-mail educational campaign, culminating 
in an “open house” day at the company’s plant, 
and designed to aid employees in visualizing the 
part played by themselves and their company in 
the economic scheme of things. 

Signed for the most part by J. H. Fitch, the 
company’s personnel director, letters were ad- 
dressed to the entire staff, and mailed to the 
individual’s home at fairly close intervals. 

Mr. Fitch’s introductory letter said in part: 

“We sincerely hope that you and every mem- 
ber of your family will read each of these letters 
and any enclosures with care and interest. Do 
not be afraid to show these letters to your neigh 
bors; do not be afraid to discuss their contents 
with your family, your friends, or with us, your 
fellow employees.” 

A subsequent letter carried with it a reprint 
article from Liberty entitled “Do You Know 
Why—”, the balance of the question being, ‘““—an 
American workingman works only about half as 
many hours as his grandfather did?” The article, 
largely a picture story, outlined the advantages to 
everybody of our capitalistic free enterprise sys- 
tem. 

A follow-up letter told the employee of his own 
company’s effort as part of this system, and what 
it means to the men and women employed there 


46 


OFFICE MANAGEMENT AND EQUIPMENT 


Another letter was built around a small booklet, 
“*Remember—It’s Your Money,” published by the 
Information Research Bureau, Inc., of Washing- 
ton, D. C. The booklet, which shows graphically 
how the cost of government in this country has 
shot upward in recent years and recommends that 
the plain citizen take an active interest in tax 
legislation, was given to each employee. 

“We are intentionally not giving vou an indica- 
tion in this letter as to what attitude we think 
you should take on this taxation subject, but 
rather we have simply supplied the material so 
that you could study the problem and arrrive at 
your own conclusion,” said part of Mr. Fitch’s 
letter. The letter went on to suggest that the 
person addressed “sit down now and write what 
your opinion is with regard to the income tax 
situation,” and gave the individual the names and 
Washington addresses of the Ohio Senators and 
the local Congressmen. 

Another letter, signed by the company’s sales 
manager, told of the success of the engineering 
department in the development of new products, 
the company’s position as regarded raw mate- 
rials, and the company’s sales endeavors. 

The last letter in the series contained an invita- 
tion to “McNeil Day” for the employee, his 
family, and friends who might be interested in 
attending this “open house” and getting a graphic 
idea of the full scope of the company’s endeavor. 
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WHAT'S 
AVAILABLE? 


Many optional accessories go with this Sterling executive desk. 


@ Adding and calculating machines and executive desks are covered in this, 
the fifteenth "What's Available?" article. Scheduled for the January issue of 
MANAGEMENT will be information on office safes, check handling machines, 
and executive chairs. Tear-sheets of previous listings are available in limited 


quantity. 


ADDING AND CALCULATING MACHINES 


R. C. Allen Business Machines, Inc., Grand Rapids, Mich. 
Model 60 Adding Machine 


@ A small, low-cost machine, designed primarily for the 
smaller business and has such features as visible dials; two- 
color ribbon to print totals and sub-totals in red; automatic 
keyboard clearance indicated by first item printed in red; 
repeat and correction keys: and a full flexible high-speed 
keyboard. Hand operated, and finished in a _ non-glare 
enamel, it has an adding and listing capacity of 9,999.99. 


R. C. Allen's Model 75 


Model 75 Adding Machine 

Into the new Model 75 is incorporated a revolutionary 
change in the form of a new 412” carriage which makes it 
adaptable for writing statement and deposit slips and in- 
ventory accounting in addition to general adding and sub- 
tracting. Streamlined, cedar-gray enameled case with rolled 
edges. The keytops have been redesigned. Larger numbers 
for positive identification are combined with flat, glare-proof 
keytops to give even additional speed and accuracy in 
operation. 

Standard operational features of all R. C. Allen Business 
Machines are also present—visible dials, automatic clear sig- 
nal, direct subtraction printed in red, correction key for 
keyboard clearance, repeat key, total and sub-total mecha- 
nisms, and a full flexible high-speed keyboard. Hand opera- 
ted, it has an adding and listing capacity of 99,999.99. 


Burroughs Adding Machine Co., Detroit 32, Mich. 
Adding-Subtracting Machine—Style 90801 (Manual) 


® Dimensions: Width, 9”: length, 13”; he:ght (including 
roll paper), 9”. Pressed steel case with cadmium plated 
machine parts. Color, soft brown with a non-glare, ripple 
finish. Has following significant fixtures of construction: 
A large totaling and listing capacity of 999,99999; direct 
subtraction; immediate totals and sub-totals are printed 
without taking a spacing stroke; machine has all needed 
control keys which include total, sub-total, non-add, and 
repeat keys. Slope of the keyboard and the keytops are at 
the most convenient angle for desk operation. Keyboard has 
a protective lock to prevent mis-operation if keys are par- 
tially depressed or if an attempt is made to take a total 
(Twin to next page) 
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ADDING AND CALCULATING MACHINES 


or sub-total with an amount indexed on the keyboard. An 
amount indexed on the keyboard can be usually checked 
and any one digit corrected before printing or adding 
Ciphers are printed automatically. Two or more keys can 
be depressed at the same time. Printed amounts are auto- 
matically punctuated. A writing table is furnished under- 
neath the roll paper which permits making pencil notations 
opposite listed amounts. The standard 4” carriage, with its 
flexible tear-off blade, can handle small forms such as de- 
posit slips, statements, etc. A wide carriage is also available 
for handling larger forms. This machine is only a little 
larger than a letterhead and can be easily moved from desk 
to desk. Price, $155, plus tax. 
Delivery: Immediate. 


Burroughs Calculators—Models 51055 and 51455 

These have two answer dials—style 51055 with ten totaling 
capacity, and style 51455 with 14 totaling capacity. Dimen- 
sions of style 51055 are: Width, 1112”; length, 15”; height at 
rear 1014”. Style 51055 has a plastic case, cadmium plated 
machine parts and stainless steel hand grips on each side 
Soft brown color with a non-glare, ripple finish. Two an- 
swer dials—the front dial shows the results of individual 
calculations which are automatically accumulated or sub- 
tracted in the rear dial. 

Results are instantaneous—calculations take place without 
pre-setting amounts and operating motor bars. Burroughs 


Burroughs’ Style 51055 calculator 


calculators are key-actuated machines. Large, legible nu- 
merals in both dials. Soft brown harmonizing color. Key- 
board in soft colored tones of brown and ivory. All electric 
operation. Enforced registration of key values. 

Direct subtraction—depressing the subtract key sub- 
tracts the single amount or total in the front dial instantly 
from the gross in the rear dial for the net amount. Fixed 
decimal—the decimal in fractional amounts is “fixed” be- 
tween two convenient keyboard columns. Full cent key 
that drops amounts of less than a half cent and adds those 
above a half cent. 

Since this is a key-actuated machine, there are no motor 
bars to depress, therefore greater speed can be attained. 
More work can be produced in less time. Short-cut calcula- 
tions are possible on a Burroughs because of the two 
answer dials. Inexperienced office workers without calcu- 
lating machine training can use a Burroughs instantly. And, 
a few minutes instruction will set the course needed for 
greater speed. 

Invoices, payroll calculations and sales analyses are han- 
dled efficiently on a Burroughs Calculator because of the 


two answer dials. Recapping or rehandling of figures is 
eliminated. The results of individual calculations are not 
lost when cleared from the front dial, but are automatically 
accumulated in the rear dial. When all calculations are 
completed the grand total or net result is immediately avail- 
able. Prices: Style 51055, $785, plus applicable taxes: Style 
51455, $935, plus applicable taxes. 
Delivery: Immediate. 


Clary Multiplier Corp., 1590 No. Main St., Los Angeles, Cal. 
Adding Machine, Model A-3 (Full Electric) 


@ Size 14” long, 11” wide, 7” high; weight 2242 lbs. One- 
piece streamlined, shock-proof, phenolic molded cover with 
two-tone baked enamel finish. Full floating and sound insu- 
lated. Hardened steel printing dials; oil-resistant neoprene 
platen. Felt protected plastic feet, mounted in shear strain 
oil resistant rubber. Three-point contact. 

Totaling capacity is 12 columns; 11 column adding capacity 
(plus billion dollar key—optional). Operating speed 188 
c.p.m. Full, flexible keyboard. D2‘rect subtraction. Control 
keys: Repeat bar, two plus bars, minus bar, non-add bar, 
sub-total bar, two total bars. All single stroke motorized. 
Also manual keyboard clearance key. Two-color printing. 
Fully enclosed with double or single paper feed control and 
automatic space-up cn totals. Mechanism: High speed flexible 
frame design; 360 degree rotary cam shaft operated mechan- 
ism with non-overthrow protection. All parts with wearing 
surfaces hardened. All major units readily removable. No 
castings. Keytops are two-tone Tenite plastic with flush 
molded numerals and symbols. Motor is Bodine Universal 
Type VCF-12, 1/30 hp, 115 V or 230 V AC-DC as specified. 
Enclosed type micro-switch: all wires oi] and wear resistant 
Solderless connections. 

Delivery: Available. 


The Clary Model C-I cash register 


Clary Cash Register, Model C-1 (Full Electric) 

Size 1834” long, 131s” wide, 1034” high. Height of base 
415"; weight 3844 lbs. Totaling capacity 7 columns; adding 
capacity 7 columns. Base is all steel, welded construction, 
infra-red baked enamel finish. Stainless steel coin plate. 
Drawer is all steel, welded construction, roller-operated, 
three guide rails. Stainless steel front, plastic money tills. 
Keyboard is full, flexible including product or clerk designa- 
tion column. (Enforced designation optional.) Locks are 
Yale & Towne single key and lock control of drawer, total, 
paper rewind and machine operation. Rewind is uni-direc- 
tional, locked in, free releasing. Direct subtraction. Con- 


trol bars: Repeat bar, cash bar, plus bar, paid out (minus) 
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ADDING AND CALCULATING MACHINES 


bar, charge (non-add) bar, sub-total bar, total bar. All 
single stroke motorized. Also manual keyboard clearance 
key. Two-color printing. Motor is Bodine or Westing- 
house Universal 1/30 hp, 115 or 230V AC-DC as specified. 
Other features same as previous machines. 

Delivery: Available. 


Clary Adding Machine Model A-1. (Full Electric) 

Size 14” long, 9” wide, 7” high; weight 184 lbs. Totaling 
capacity 9 columns; adding capacity 8 columns (plus million 
dollar key). Other features identical to Model A-3. 

Delivery: Available. 

Clary Adding Machine, Model A-4 (Full Electric) 

Size 14” long, 9” wide, 7” high; weight, 18 lbs. Totaling 
capacity 7 columns; adding capacity 6 columns ($10,000.00 
key optional). One-color printing. Westinghouse Universal 
1/30 hp motor, 115 or 230 V AC-DC as specified. Other fea- 
tures identical to previous models mentioned. 

Delivery: Available. 


Felt & Tarrant Mfg. Co., 1735 No. Paulina St., Chicago 22 
Model M Comptometer 


@ Dimensions: 9 5/16” x 145s” x 614”. All metal case and 
mechanism—Lumarith keytops made by injection molding. 
Grey-green wrinkle lacquer finish. Lightweight, one-piece 
drawn case, streamlined design, light key action through use 
of hardened aluminum segments, large legible numerals with 
“active” ciphers. Operates entirely by depressing keys—no 
crank or motor bar, no preliminary setting, no carriage to 
shift, no tape. 

Comptometer operators are trained to add entirely by 
touch method. Only one hand needed in subtraction; fast, 


Model M Comptometer of Felt & Tarrant 


quiet operation; light key touch. On all Comptometer mod- 
els, operators are protected against operating errors by the 
Controlled-Key Safeguard, a positive system of automatic 
control which prevents operating errors caused by fumbled 
or incomplete key strokes. The Controlled-Key mechanism 
gives instant signal of an operating error, by locking all 
columns except the column in which the incomplete key 
stroke was made—and this is left open for correction. With 
positive protection against operating errors, the operator 
can speed up safely and be assured of a higher degree of 
first-time accuracy. The large, legible no-glare answer dials 
may be read quickly at a glance. All unused ciphers to left 
of actual answer are completely eliminated. “Active” ciphers 
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that are a part of actual answer are solid and easily dis- 

tinguished by the operator. Prices: 8 column, $425; 10 

column, $495; 12 column, $565, city, state and federal tax 

not included. Prices are net delivered anywhere in U. S. A. 
Delivery: Immediate. 


Marchant Calculating Machine Co., Oakland 8, Cal. 
Marchant ACT 10M Calculator 


@ Dimensions: 10” x 11” x 20”. Made almost entirely of 
specially processed steel. Finished in low-luster enamel, 
Marchant green. Dials for all three factors; complete capac- 
ity carry-over in carriage; positive or reverse simultaneous 


Marchant's Calculator Model ACT-10M 


multiplication; positive electric clearance in any carriage po- 
sition. 

Proportional gears affording continuously flowing dials at 
a uniform speed throughout the entire operation; 1,300 dial 
counts per minute. Has fewer controls, requires less pre- 
setting to do any of the four mathematical functions. 

The ACT-10M is fully automatic and 10 bank capacity. 
Other models are the Marchant ACR-8M which is fully 
automatic and 8 bank capacity; and the ACR-8D and ACR- 
10D, which are semi-automatic and 8 and 10 bank capacity, 
respectively. List price: ACT-10M, $750. 

Delivery: Under 60 days. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Model 97 Printing Calculator 


@ Dimensions: 1742” x 1034”. Mechanical parts made of 
varied hardened steel consistent w:th degree of operating 
wear. Non-glare, black wrinkle-finish which eliminates eye- 
strain. Rotary type mechanism with 10-key control actuates 
printing mechanism. Two-speed motor. Built-in steel cush- 
ions that absorb machine noise and vibration. 

Has 10-key touch method keyboard, automatic division, 
electrified multiply lever, conventional add and subtract 
adding machine operation. Claim it is the only calculator 
of American manufacture that divides automatically, multi- 
plies electrically, adds and subtracts with all factors printed 
on the tape. Provides an immediate accuracy check and 
a permanent record for future reference. Can be used for 
listing and is actually two machines in one . . . both calcula- 
tor and eleciric adding machine. Completes and clears every 
problem automatically. 

Additional columns provide listing capacity of 13 col- 
umns, totaling capacity of 14 columns. New discount process 
provides for the direct recording of gross amount, per cent 

(Turn to next page) 
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ADDING AND CALCULATING MACHINES 


or sub-total with an amount indexed on the keyboard. An 
amount indexed on the keyboard can be usually checked 
and any one digit corrected before printing or adding 
Ciphers are printed automatically. Two or more keys can 
be depressed at the same time. Printed amounts are auto- 
matically punctuated. A writing table is furnished under- 
neath the roll paper which permits making pencil notations 
opposite listed amounts. The standard 4” carriage, with its 
flexible tear-off blade, can handle small forms such as de- 
posit slips, statements, etc. A wide carriage is also available 
for handling larger forms. This machine is only a little 
larger than a letterhead and can be easily moved from desk 
to desk. Price, $155, plus tax. 
Delivery: Immediate. 


Burroughs Calculators—Models 51055 and 51455 

These have two answer dials—style 51055 with ten totaling 
capacity, and style 51455 with 14 totaling capacity. Dimen- 
sions of style 51055 are: Width, 1112”; length, 15”; height at 
rear 1014”. Style 51055 has a plastic case, cadmium plated 
machine parts and stainless steel hand grips on each side. 
Soft brown color with a non-glare, ripple finish. Two an- 
swer dials—the front dial shows the results of individual 
calculations which are automatically accumulated or sub- 
tracted in the rear dial. 

Results are instantaneous—calculations take place without 
pre-setting amounts and operating motor bars. Burroughs 


Burroughs’ Style 51055 calculator 


calculators are key-actuated machines. Large, legible nu- 
merals in both dials. Soft brown harmonizing color. Key- 
board in soft colored tones of brown and ivory. All electric 
operation. Enforced registration of key values. 

Direct subtraction—depressing the subtract key sub- 
tracts the single amount or total in the front dial instantly 
from the gross in the rear dial for the net amount. Fixed 
decimal—the decimal in fractional amounts is “fixed” be- 
tween two convenient keyboard columns. Full cent key 
that drops amounts of less than a half cent and adds those 
above a half cent. 

Since this is a key-actuated machine, there are no motor 
bars to depress, therefore greater speed can be attained. 
More work can be produced in less time. Short-cut calcula- 
tions are possible on a Burroughs because of the two 
answer dials. Inexperienced office workers without calcu- 
lating machine training can use a Burroughs instantly. And, 
a few minutes instruction will set the course needed for 
greater speed. 

Invoices, payroll calculations and sales analyses are han- 
dled efficiently on a Burroughs Calculator because of the 
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two answer dials. Recapping or rehandling of figures is 
eliminated. The results of individual calculations are not 
lost when cleared from the front dial, but are automatically 
accumulated in the rear dial. When all calculations are 
completed the grand total or net result is immediately avail- 
able. Prices: Style 51055, $785, plus applicable taxes: Style 
51455, $935, plus applicable taxes. 
Delivery: Immediate. 


Clary Multiplier Corp., 1590 No. Main St., Los Angeles, Cal, 
Adding Machine, Model A-3 (Full Electric) 


@ Size 14” long, 11” wide, 7” high; weight 22!2 lbs. One- 
piece streamlined, shock-proof, phenolic molded cover with 
two-tone baked enamel finish. Full floating and sound insu- 
lated. Hardened steel printing dials; oil-resistant neoprene 
platen. Felt protected plastic feet, mounted in shear strain 
oil resistant rubber. Three-point contact. 

Totaling capacity is 12 columns; 11 column adding capacity 
(plus billion dollar key—optional). Operating speed 188 
c.p.m. Full, flexible keyboard. D2:rect subtraction. Control 
keys: Repeat bar, two plus bars, minus bar, non-add bar, 
sub-total bar, two total bars. All single stroke motorized. 
Also manual keyboard clearance key. Two-color printing. 
Fully enclosed with double or single paper feed control and 
automatic space-up cn totals. Mechanism: High speed flexible 
frame design; 360 degree rotary cam shaft operated mechan- 
ism with non-overthrow protection. All parts with wearing 
surfaces hardened. All major units readily removable. No 
castings. Keytops are two-tone Tenite plastic with flush 
molded numerals and symbols. Motor is Bodine Universal 
Type VCF-12, 1/30 hp, 115 V or 230 V AC-DC as specified. 
Enclosed type micro-switch: all wires oil and wear resistant 
Solderless connections. 

Delivery: Available. 


The Clary Model C-I cash register 


Clary Cash Register, Model C-1 (Full Electric) 

Size 1834” long, 131%” wide, 1034” high. Height of base 
412”; weight 3814 lbs. Totaling capacity 7 columns; adding 
capacity 7 columns. Base is all steel, welded construction, 
infra-red baked enamel finish. Stainless steel coin plate. 
Drawer is all steel, welded construction, roller-operated, 
three guide rails. Stainless steel front, plastic money tills. 
Keyboard is full, flexible including product or clerk designa- 
tion column. (Enforced designation optional.) Locks are 
Yale & Towne single key and lock control of drawer, total, 
paper rewind and machine operation. Rewind is uni-direc- 
tional, locked in, free releasing. Direct subtraction. Con- 
trol bars: Repeat bar, cash bar, plus bar, paid out (minus) 


December, 1948 


: . : RE Re “a aa sa OS ence ee ee 
us 
ify 
a SSS sn mean 
if bar, 
ae | 
Be singl 
ay key. 
| hous 
"0 Othe 
Bi ns 
b . 
y mn Clar 
by Si: 
j | ; capa 
| a 
F 4 | De 
7 | 
4 Cla: 
% Si 
id cape 
i “asi 
ot 1/30 
2 | ture 
in : | D 
i Felt 
. x Mo: 
. Bea 
> 
la met 
4 Gre 
7 | dra 
. of I 
q 7 Tea 2 - “ac! 
: soles eT fat ae MTT MES 
‘ : | fe swac 8 ene é, eral 
a Swe 5 shi 
o fo | AZ : 4 a, i. C 
oD | ¢ Sa id | tou 
o tae s eZ , = ] 
. * * “r @ ‘ts 
at r’ gs Oo o P a 
oat bad aca, & sa 
al iF | *2O@tneagg, F re ——_ 
ad | / ay: She : 6 a 4 alee <g A, 
B} i a ca oS ee a 
i ae Rh ¢g ,. > = igs 
a we a oy : . 7 me, 3 fs i % 
of E : 
. . ia t _ sil sf 
r ® a> : 
g IN 
at 
Loe .. 
i 
® qt 
- 3 el. 
C 
Z a cc 
bE Oo! 
Ba gi 
= al 
A Ss ec 
- st 
a si 
; 7 hi Ci 
5a : 
ah . 
aay . 
—— =|* ee a 
| 
ie = fi ; 
» Fe i al ; 7 aa 4 Ewe ak i oats 4 m sl a oar “- % oy ss oo 
ae et ae oe bids Bk ao. Lar ‘4 4 . ee oe 
7 as ae Bieta ae a : te as 
es eS ae ie a . # : : _— 2) 
4 i) ad 4 ee! Ee = | &* ; . 4 aN 


ADDING AND CALCULATING MACHINES 


bar, charge (non-add) bar, sub-total bar, total bar. All 
single stroke motorized. Also manual keyboard clearance 
key. Two-color printing. Motor is Bodine or Westing- 
house Universal 1/30 hp, 115 or 230V AC-DC as specified. 
Other features same as previous machines. 

Delivery: Available. 


Clary Adding Machine Model A-1. (Full Electric) 

Size 14” long, 9” wide, 7” high; weight 1834 lbs. Totaling 
capacity 9 columns; adding capacity 8 columns (plus million 
dollar key). Other features identical to Model A-3. 

Delivery: Available. 


Clary Adding Machine, Model A-4 (Full Electric) 

Size 14” long, 9” wide, 7” high; weight, 18 Ibs. Totaling 
capacity 7 columns; adding capacity 6 columns ($10,000.00 
key optional). One-color printing. Westinghouse Universal 
1/30 hp motor, 115 o1 230 V AC-DC as specified. Other fea- 
tures identical to previous models mentioned. 

Delivery: Available. 


Felt & Tarrant Mfg. Co., 1735 No. Paulina St., Chicago 22 
Model M Comptometer 


@ Dimensions: 9 5/16” x 14°.” x 614”. All metal case and 
mechanism—Lumarith keytops made by injection molding. 
Grey-green wrinkle lacquer finish. Lightweight, one-piece 
drawn case, streamlined design, light key action through use 
of hardened aluminum segments, large legible numerals with 
“active” ciphers. Operates entirely by depressing keys—no 
crank or motor bar, no preliminary setting, no carriage to 
shift, no tape. 

Comptometer operators are trained to add entirely by 
touch method. Only one hand needed in subtraction; fast, 


Model M Comptometer of Felt & Tarrant 


quiet operation; light key touch. On all Comptometer mod- 
els, operators are protected against operating errors by the 
Controlled-Key Safeguard, a positive system of automatic 
control which prevents operating errors caused by fumbled 
or incomplete key strokes. The Controlled-Key mechanism 
gives instant signal of an operating error, by locking all 
columns except the column in which the incomplete key 
stroke was made—and this is left open for correction. With 
positive protection against operating errors, the operator 
can speed up safely and be assured of a higher degree of 
first-time accuracy. The large, legible no-glare answer dials 
may be read quickly at a glance. All unused ciphers to left 
of actual answer are completely eliminated. “Active” ciphers 


December, 1948 


that are a part of actual answer are solid and easily dis- 

tinguished by the operator. Prices: 8 column, $425; 10 

column, $495; 12 column, $565, city, state and federal tax 

not included. Prices are net delivered anywhere in U. S. A. 
Delivery: Immediate. 


Marchant Calculating Machine Co., Oakland 8, Cal. 
Marchant ACT 10M Calculator 


@ Dimensions: 10” x 11” x 20”. Made almost entirely of 
specially processed steel. Finished in low-luster enamel, 
Marchant green. Dials for all three factors; complete capac- 
ity carry-over in carriage; positive or reverse simultaneous 


Marchant's Calculator Model ACT-10M 


multiplication; positive electric clearance in any carriage po- 
sition. 

Proportional gears affording continuously flowing dials at 
a uniform speed throughout the entire operation; 1,300 dial 
counts per minute. Has fewer controls, requires less pre- 
setting to do any of the four mathematical functions. 

The ACT-10M is fully automatic and 10 bank capacity. 
Other models are the Marchant ACR-8M which is fully 
automatic and 8 bank capacity: and the ACR-8D and ACR- 
10D, which are semi-automatic and 8 and 10 bank capacity, 
respectively. List price: ACT-10M, $750. 

Delivery: Under 60 days. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Model 97 Printing Calculator 


@ Dimensions: 1742” x 1034”. Mechanical parts made of 
varied hardened steel consistent w:th degree of operating 
wear. Non-glare, black wrinkle-finish which eliminates eye- 
strain. Rotary type mechanism with 10-key control actuates 
printing mechanism. Two-speed motor. Built-in steel cush- 
ions that absorb machine noise and vibration. 

Has 10-key touch method keyboard, automatic division, 
electrified multiply lever, conventional add and subtract 
adding machine operation. Claim it is the only calculator 
of American manufacture that divides automatically, multi- 
plies electrically, adds and subtracts with all factors printed 
on the tape. Provides an immediate accuracy check and 
a permanent record for future reference. Can be used for 
listing and is actually two machines in one . . . both calcula- 
tor and eleciric adding machine. Completes and clears every 
problem automatically. 

Additional columns provide listing capacity of 13 col- 
umns, totaling capacity of 14 columns. New discount process 
provides for the direct recording of gross amount, per cent 

(Turn to next page) 
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ADDING AND CALCULATING MACHINES 


Remington Rand's Model 97 Printing Calculator 


of discount, and net amount. New, short-cut multiplication. 
By means of this feature, the number of cycles required to 
perform problems with multiplier digits of large numerical 
value are reduced approximately 50% thereby effecting large 
savings in time and mechanical wear. Price, $650, plus tax. 


Delivery: Immediate. 


L. C. Smith & Corona Typewriters, Inc., Syracuse 1, N. Y. 
Model 8M Adding Machine 

@ A full KB manually operated desk model. It occupies a 
space of 812” x 1312”. The die-cast aluminum case which 
encloses all working parts, is finished in gray-brown wrinkle 
enamel. The only model currently available has a seven 
column keyboard with a totalling capacity of 999,999.99; re- 


Model 8M desk model adding machine of L. C. Smith & Corona 
Typewriters, Inc. 


peat, clear, non-add, sub-total and total keys. The self- 

aligning tape is advanced to tear-off position by one stroke 

of a convenient lever. Cyphers are automatic and tape 

shows decimal point, comma, clear signal, non-add items, 

sub-total and total. Tape emerges from machine over a 

writing table. Price $107.50 plus Federal Excise Tax of $6.45. 
Delivery: Immediate. 


OFFICE MANAGEMENT AND EQUIPMENT 


Underwood Corp., One Park Ave., New York 16 
Underwood Sundstrand Portable Electric Adding-Figuring 
Machine, Model 10140P-5 


@ Dimensions: 16” deep x 9!2” wide x 9” high. Materials: 
Noise reducing plastic case, steel and aluminum alloys. brass. 
copper, rubber, etc. Combination non-glare Underwood 
gray and japan finish with eve ease ivory finished numeral! 
keys Desk electric mode! equipped with 3-point control 
on which subtract key. non-add total. and credit balance 
total keys also operate the motor and with automatic total 
and automatic sub-total feature. Totals and sub-totals 
printed in red; credit balance total printed in red w:th “CR” 
symbol. Automatic column selection. Listing and totaling 
capacity $9,999,999.99. Equipment for above machine con- 
sists of correction key: back space key: subtract key (prints 
minus symbol with subtract items); non-add total key; re- 
peat key (also used for multiplying). Features newly de- 
signed paper tear-off knife providing complete visibility for 
all the figures at all times. 

Enclosed automatic start and stop motor for electric drive. 
Touch method operation, eliminates head swing, resulting 
in faster and more accurat: performance. List price. $330. 


Delivery: Immediate. 


__ 


Cima 


Underwood Sundstrand Portable Electric adding machine, 
Model 10140P-5 


Underwood Sundstrand Portable Electric Duplex Adding- 
Figuring Machine, Model 10240P-7 


@ Dimensions: 16” deep x 1134” wide x 9” high. Made of 
noise reducing plastic case, steel and aluminum alloys, brass, 
copper, rubber, ete. Combination non-glare Underwood 
grey and japan finish with eye-ease ivory finished numeral 
keys. The equipment for this machine consists of cor- 
rection key; back space key; subtract key (prints minus 
symbol with subtract items); non-add and total key; sub- 
total; repeat key (also used for multiplying); credit balance 
total (prints “CR” symbol in red with credit balances); 
register control lever for selection of registers; totals and 
sub-totals printed in red; identifying accumulator symbol 
printed automatically with item listed. Accumulators may 
be engaged to add or subtract individually or simultaneous- 
ly; accumulates group totals and grand totals; and auto- 
matic column selection. Listing and totaling capacity—99,- 
999,999.99. Features newly designed paper tear-off knife 
providing complete visibility for all the figures at all times. 
Enclosed automatic start and stop motor for electric drive. 
Touch method operation, eliminates head swing, resulting in 
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ADDING AND CALCULATING 


faster and more accurate performance. Dual registers, with 
speed and accuracy for computing in either register inde- 
pendently, both registers simultaneously or in alternating 
combination. List price, $470. 

Delivery: Immediate. 


Underwood Sundstrand Adding-Figuring Machine, 
Model 8120-5 


@ Dimensions: 16” deep x 912” wide x 9” high. Materials: 
Noise reducing plastic case. steel and aluminum alloys, brass, 
copper, rubber, etc. Finish same as others. Equipment for 
the above machine consists of correction key; back space 
key: subtract key (prints minus symbol with subtract items): 
non-add key; total key; repeat key (also used for multiply- 
ing); automatic sub-totals; totals and sub-totals printed in 
red; and automatic column selection. Listing and totaling 
capacity—999,999.99. Features newly designed paper tear-off 
knife providing complete visibility for all the figures at all 
times. 

Manual crank lever action located on right side of ma- 
chine. Touch method operation, eliminates head swing, re- 
sulting in faster and more accurate performance. List price. 
$185. 

Delivery: Immediate. 


Victor Adding Machine Co., 3900 N. Rockwell St., Chicago 18 
Model 6-6-0 full keyboard, hand operated 


@ Dimensions: 7's” wide, 12” long, 5°s” high; weight, just 
over 8 lbs. Cases are constructed of lightweight, durable 
plastic. All mechanical parts are of steel; friction parts case- 
hardened to resist wear and metal parts cadmium-plated to 
protect against rust. The finish is black and the case being 
plastic is the same color all the way through; will not wear 
off, rust nor tarnish, and may be easily cleaned. There is 
no glare from the case and selected keyboard cover colors 
further help to eliminate eye-fatigue. 

Significant features of construction include: Gear shift 
control which combines total, sub-total, and error keys and 
their functions; short 7-inch handle pull which centers 
stroke in center of keyboard; one hand control and no desk 
travel; simplified parts movement: feather touch key de- 
pression; and natural reading angle keyboard. Easy to oper- 
ate—adds, lists, multiplies. Listing capacity 9,999.99; totaling 
capacity 99,999.99. Same as model 6-8-0 (also available 
in 10-key keyboard) which has larger capacity up to one 
cent less than $10 million. Is a portable desk model re- 
introduced in September. Manufacture had been discon- 
tinued during war. Small capacity and without direct 
subtraction; also other Victor desk models which are elec- 
trics and have direct subtraction and automatic credit bal- 


Victor Adding Machine Co.'s Model 6-6-0. 2 


ance. This machine is retail priced at $89.50. 

Delivery: Immediate to two weeks. 

Also available are models 7-6-0 (10-key keyboard), and 
model 6-8-0. Victor Adding Machine Co. introduced its 10 
key (7-83-54) and full keyboard (6-83-54) electric models 
with automatic Credit Balance in early spring, 1948. Except 
for the credit balance feature the same machine is also avail- 
able in both keyboards, either hand or electric operated 


Victor 7-83-54 10-key keyboard. 

Dimensions: 712” wide, 1254” long, 612” high: weighs ap- 
proximately 15 lbs. Cases are constructed of lightweight. 
durable plastic. All mechanical parts are of steel; friction 
parts case hardened to resist wear and metal parts cadmium- 
plated to protect against rust. The finish of the 7-83-54 
model is maroon mottled; and of the 6-83-54, walnut. Con- 
trol keys are of dark green, as are the keyboard keys with 
white numerals. 

Significant features of construction include: Automatic 
Credit Balance; direct subtraction: electric operation with 
quiet 110-120 V AC-DC motor; live gear shift controls for 
total, sub-total, and subtract, and other features of all 
Victor models. Easy to operate—add,. multiply, subtract, and 
divide, and list. Listing capacity, 999,999.99; totaling ca- 
pacity, 9,999,999.99. 

Distinguishable features include: Automatic Credit Bal- 
ance, direct subtraction and electric operation not found on 
all Victor models, and higher capacity than Victor straight 
adder machines. Price, $275 for either 10-key or full key- 
board. Without Credit Balance, $240. 

Delivery: Immediate to two weeks. 


EXECUTIVE DESKS 


Abercrombie Schafer, Inc., Lake Forest, Ill. 
Circladesk 


@ Dimensions: 48” wide, 66” long, 29” high. Materials and 
finish—both walnut. Construction features: Patented circu- 
lar design enabling one to “sit in, not at” desk. Compart- 
ments designed for top efficiency, each having size and di- 
mensions for specific use. 

Twenty roomy compartments designed to hold every desk 
requirement. All supplies within fingertip reach. Manu- 
facturer claims circular design means more room in desk 
and on desk, with less floor space required. The operator 
or executive “sits in, not at” the desk. Recessed area for 
chair not only puts every inch of desk top at fingertip, giv- 
ing user more working area than old type desks, but also 


December, 1948 


provides space for five desks where normally only four 

could be used. On secretarial model, typewriter is directly 

front and center, with no need to turn or twist. At the 

same time, the operator has available, either at the right or 

left, all materials held by compartments. Quick inventory 

can be taken of all supplies by both operator and executive. 
Delivery: 30 days. 


Art Metal Construction Co., Jamestown, N. Y. 
Style 62C66 Conference Desk 


@ Dimensions: Width, 663”; depth, 424%”; height, 294”. 

Finished in grey, with grey linoleum top, and cast aluminum 

trim. Three top shallow drawers: center drawer equipped 
(Turn to next page) 
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EXECUTIVE 


DESKS 


The Circladesk of Abercrombie Schafer, Inc. 


with convenience tray and partition Two side drawers plain 
without partitions for the handling of report forms, station- 
ery, etc. These drawers have suspensions. Also has large 
file drawer which offers side-to-side filing and easy visibility 
and access to its indexed contents. This drawer has private 
lock-box behind filing space. This drawer operates on a 
ball-bearing roller suspension and responds easily to pull 
exerted on the drawer handle. Top drawer fitted with para- 
centric key lock providing a private lock drawer and locking 
all drawers below. Both drawers divided into four pariition 
spaces. Side-arm ball-bearing roller suspensions. 

Desk can be ordered with pedestal at right or left. Island 
bases with adjustable glides. Provision for telephone junc- 
tion box. This company makes other models of desks, ex- 
ecutive and secretarial. 


Commercial Furniture Co., 2739 West Chicago Ave., Chicago 
The Keystone Suite—Desk Model 2009. 


@ Dimensions, 69” wide, 38” deep, 30” high. Available in 
either walnut with golden walnut finish or oak in Eye-Com- 
fort finish. Besides the desk, the suite consists of a tele- 
phone cabinet, two tables, a bookcase, costumer, and waste- 
basket. One table is 48” long, tapering from a width of 38” 
to 24”, and is the same height as the desk. All of the major 


The Keystone Suite of Commercial Furniture Co., built 


around desk Model 2009 


52 OFFICE MANAGEMENT AND EQUIPMENT 


Art Metal Construction Co.'s 62C66 Conference Desk. 


pieces are functionally designed for handy conversion to a 
conference area. Manufacturer claims the suite can accom- 
modate up to 18 persons, and eliminates the necessity of a 
special room for company conferences. See cut. 

Delivery: 30 days. 


Corry-Jamestown Mfg. Co., Corry, Pa. 
Style 3560 


@ One of the Executive 3,000 Line. Dimensions: 60” wide, 
32” deep from front to back, and 29” high. Made of steel, 
with gray finish. Corroleum top (non-glare). Lower right- 


Corry-Jamestown's Style 3560 


hand drawer is a full-sized letter file drawer operating on 
a six ball-bearing suspension. Recessed back allows knee 
space for secretary working on opposite side of desk. Pon- 
toon base allows greater foot room all around. 

This line has two other sizes: Style 3552 (52” wide), and 
3566 (66” wide). All models are 32” deep, and 29” high. 
Utility table and secretarial desk harmonize. 


General Fireproofing Co., Youngstown, Ohio. 
Mode-Maker Line—Model 1780-F 


@ Dimensions, 80” wide, 42” depth, 29”-30" high. Double 
pedestal with 10” overhang on each end and 12” -in rear. 
Has one letter drawer, 4 storage drawers,.and 1 center 
drawer. Made of steel with grey finish, trimmed with 
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EXECUTIVE 


DESKS 


satin aluminum. Closed base. All pedestal drawers are 
easily removable and interchangeable. Drawers are quiet op- 
erating with spring steel stops built into the ball suspensions, 
eliminating noise. One vertical partition is standard in 
each drawer, and as many more can be added as desired— 
adjustable on 1” centers. The letter file drawer is equipped 
with one adjustable divide-a-file used in GF files. No 
projections on drawers—drawer pulls are recessed at top 
of each drawer. Pedestal units are sound-proofed. 


me 
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General Fireproofing Co.'s Mode-Maker, 1780-F 


Model L-1770F 

Dimensions, 70” wide, 35” deep, 29” high. Steel executive 
desk embodying all the Mode-Maker features. The closed 
base is standard, but choice is offered of anodized aluminum 
arched base in two heights for desks 29” or 301” high. 

Altogether there are 12 models, or variations of the 1770 
series. Some have an extended overhang for the desk top 
to the right or to the left of the user; others have a uniform 
5” overhang. A line of matching tables and chairs is also 
available. 


Globe-Wernicke Co., Cincinnati 12, Ohio 
"Streamliner" Series 


@ Available in two sizes: Stock No. 7-M-60: 3012” high, 
60” wide, 32°” deep; Stock No. 7-M-66, 3012” high, 66” wide, 
32°3” deep. Heavy gauge sheet steel. Hardware is satin 
finish aluminum. Finished in seal grey, a shade that har- 


The Streamliner of Globke-Wernicke Co. 
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monizes with all furnishings and has a lasting metallic luster. 
Also available in dark green. The entire shell of the pedes- 
tal is formed from one-piece of sheet steel. This wrap- 
around pedestal construction does away with all sharp cor- 
ners, gives smooth flowing lines and provides maximum 
strength. It eliminates panels and welded spots. Regularly 


equipped with four box drawers and one storage or filing © 


drawer. These drawers can be interchanged to either pedes- 
tal. The center drawer is roomy—deep enough to take 
accounting and other large forms without folding. 

Floating roller suspension and live rubber cushion enable 
all drawers to glide in and out with the greatest of ease and 
silence. A locking device operates from center drawer and 
controls all pedestal drawers. 

Full sweeping, patent-applied-for top gives flowing line of 
beauty and adds to the user’s comfort and convenience. 
Metal binder is underneath the top, where it cannot touch 
the arms; there are no corner caps or side cowlings to reduce 
working space. User has full use of the entire top. Prices 
and delivery on Streamliner Desks can be obtained through 
Authorized Globe-Wernicke dealers, or direct from the 
factory. 


Gunn Furniture Co., Grand Rapids, Mich. 
Budget Line, No. BL58 


@ Dimensions, 58” x 32”. Combination walnut or streamline 
oak. WOFI standard walnut, No. 1 or WOFI golden oak, 
No. 2, or Softone oak. Perma-Fit drawers that will not 
absorb moisture, stick, or swell in inclement weather. In 
low priced bracket. 

Delivery: Five to fifteen days. 


One of Gunn Furniture Co.'s Budget Line, BL58 


Hoosier Desk Co., Jasper, Ind. 
1575C Executive Conference Desk (Empire series) 


@ Size 75” x 38”, having a 9” overhang at back and both 
ends. Adjustable in height from 29” to 301%”. 

The Empire series is furnished in oak and walnut. Stand- 
ard finishes are Softone oak, regular light golden oak and 
walnut. 

Model No. 1575C is constructed with full 1” thick end and 
back panels in a flush type construction. The deep drawer 
of this desk operates on ball-bearing rollers, the center 
knee space drawer has a systematized arrangement and the 
file drawer is fitted for hanging files. (Turn to next page) 
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Executive Conference Desk, 1575C of Hoosier Desk Co. 


All Empire desks are furnished with a satin-like finish 
and very moderately priced. 
Delivery: 30 to 60 days after order acceptance. 


Jasper Office Furniture Co., Jasper, Ind. 
Model No. CF1776 


@ Dimensions 76” x 39”. Materials: All walnut exterior, 
oak interior or all white oak exterior, oak interior. Finish: 
22 Suntone walnut or softone oak. Smooth exterior. con- 
cealed rails. Wide variety of patterns to fit all office uses. 
Price, $180, list. 

Delivery: Immediately available. 


Jasper Office Furniture Co.'s CF-1776 


Leopold Desk Co.'s Consultation, MSL-972-4 
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The Leopold Desk Co., Burlington, lowa 
Consultation Desk—Master Streamline MSL-972-4 


@ Dimensions: 72” x 36”, in American walnut. Finish is 
standard walnut or finished to order. Offers convenience to 
guest visitors—economy of space by reason of desk room for 
three or four guests. Deep filing drawer. Full knee space. 
Can be furnished with Formica top. Price, $320. 

Delivery: 6” to 90 days. 


Michigan Desk Co., Grand Rapids, Mich. 
No. 260 Economy Desk 


@ Dimensions: 60” x 32”. Made of hardwood, plywood 

with linoleum tops. Finished in walnut, mahogany or oak. 

Metal pulls, center drawer lock, recessed back. Armstrong 

linoleum top, 3 sizes in flat tops; 2 sizes in typewriter desks. 

Drawer interiors finished. Price, $100 f.o.b. factory. 
Delivery: Immediate to 30 days. 


No. 260 Economy Desk of Michigan Desk Co. 


Myrtle Desk Co., High Point, N. C. 
Model 6064F and 6068F 


@ Top sides 64” x 34” and 68” x 36”. Material: Walnut. 
Finish: Walnut, cigarette-burn proof top, water and alcohol 
resistant finish. Adjustable height, adjustable for 29” to 


Myrtle Desk Co.'s Pacemaker Suite 6064F 


3042”, full extension drawers, file drawer on ball bearing 
rollers, adjustable foot rest, pull out dictation slide in the 
rear, tamperproof locking device for each pedestal, and 
elimination of the center drawer, allowing more knee room. 
Removable convenience tray for pens and pencils, clips, etc., 
in the top right hand drawer. The list price on pattern 
No. 6064F is $205 and pattern No. 6068F $235. 
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Sterling Mfg. Co., 2600 No. Second St., St. Louis 6, Mo. 
Electronic Executive Desk 


@ Semi-circular design, described as having a 12 foot top. 
Covered completely with Goodallite simulated leather. Has 
recessed desk front to provide toe and knee room for con- 
ferences w:.th associates. This desk provides control panels 
for air-conditioning, room lighting. intercommunication. 
ozone room purifier, a conference and telephone conversation 
recording system; a dictating machine, barometer, humidi- 
stat. thermometer, cigarette lighter. electric razor outlet. 
and ash tray. It also includes a fireproof concealed safe. 
Any or all ef these are optional with the purchaser. 


Stow & Davis Furniture Co., Grand Rapids 4, Mich. 
Model 5572-F, Sherwood Desk 


@ Size, 72” by 38”. Constructed of hand-carved solid 
walnut and figured butt walnut veneers. Available with 
either a three-panel, gold tooled leather top or a butt walnut 


Stow & Davis’ Sherwood, 5572-F 


veneer top. This desk features ail drawers operating on 
rollers for easy operation and a rear dictation slide that 
extends from the center back of the desk. It is finished in 
a soft-toned glazed antique walnut finish, highlighted to 
bring out the natural beauty of the walnut veneers. 
Matching accessories, such as telephone console, table and 
bookcase are also available. This grouping is now in cut- 
ting and will be ready for shipment by April of 1949. 


Yawman & Erbe Mfg. Cc., Rochester 3, N. Y. 
No. 4986.1 Style-Master Executive Suite Desk 


@ Dimensions: 66” wide x 34” deep x 295/16” high. Made 
of steel, with linoleum top. Color and finish: Linoleum top, 
office grey; steel body, neutral-tone grey with aluminum 
float; box base, black enamel. Flush top has molded edges, 
with edges and corners protected with brushed chrome 
continuous metal molding and metal insert caps. All ex- 
posed edges and corners of pedestals, box bases, center 
drawer and knee space panel are rounded. Each pedestal 
contains 1 cap width drawer, 1 card or storage drawer, 1 
utility drawer and 1 sliding reference shelf. Both cap 


Yawman & Erbe Style-Master, 4986-1 


w.dth drawers are equipped with drawer inserts for cross 
filing two rows of letter-size folders and correspondence. 
Cap and card drawers have progressive ball-bearing sus- 
pensions. Center knee space drawer contains a 6-compart- 
ment sliding utility tray for pens, pencils, etc., and 434” 
protective hood at rear. Drawer lock has kickout feature 
that automatically unlocks all drawers when released. Knee 
space is 27°s” wide. There are other matching items avail- 
able to complete the Style-Master Executive Suite 


Weils Furniture Mfg. Cc., Laurel, Miss. 
Model 560 Desk 


@ Dimensions: 60” x 34”, 29” high, adjustable to 30}2’. 
(Other desks in this line range in size from 54” x 32” to 
66” x 36” (4-drawer). Materials: Top and panels both con- 
structed of 5-ply quartered white oak or walnut. Top is 
1144” thick, panels 13/16” thick. Moldings are also quartered 
white oak and walnut. Finish: Sealed, lacquered, dull 
rubbed and hand finished in white oak or walnut. Mahogany 
finish supplied on walnut desks. 

Made in walnut, and full rifted-quartered white oak. 
Heavy, 13/16” panels throughout: recessed center back panel, 
to permit stenographer or visitor to sit at back of desk. Pon- 
toon type legs, recessed back panels, modern streamlined 
appearance, all in 560 and other desks in 500 Suite. not 
found in other Wells desks. Price. $138. 

Delivery: 30 days. 


Wells Office Furniture Co.'s Model 560 


Watch for office safes, check handling machines and executive chairs 
in the January issue of MANAGEMENT. 
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(From page 28) 


common thing throughout industry during recent 
years. 

The time has passed when it was sufficient to 
budget for profit merely by spending less than 
probable income. The emphasis is placed now on 
an accurate predetermination of what a given 
amount of work, or product, should cost. Thus 
every step in the manufacturing process is plan- 
ned more accurately. Careful scheduling elimin- 
ates losses insofar as possible before their incur- 
rence. Subsequently, variances from standard are 
analyzed so that their causes can be eliminated in 
future production runs. 

The effectiveness of this type of management 
control has been little short of amazing in many 
instances. We must remember that the average 
plant foreman or office supervisor qualified for his 
job by indicating unusual ability in performing 
the operations that he is now supervising. In gen- 
eral, he had little training in the principles of 
modern management at the time that he was 
awarded the responsibility of managing his de- 
partment. Certainly he had slight knowledge of 
predetermining working forces through accurate 
output measurement. Thus it was not unusual 
for him to judge his value to his employer by the 
scope of his responsibility in terms of the number 
of personnel directly responsible to him. It has 
been interesting to observe foremen grasp the 
principles of cost standardization after proper in- 
doctrination. The invariable result over a suffici- 
ent period of time has been the careful adjust- 
ment of personnel to work volume with conse- 
quent benefits in economy and control to manage- 
ment. 

"Work is work" 


The curious feature of the history of standard 
costs is the seeming limited recognition of the ap 
plicability of the principles to other than direct 
manufacturing processes. After all, work is work, 
and it can be expressed in terms of man-hours 
even though there may be no direct tangible prod- 
uct as in the case of factory production. This has 
been established by scores of surveys of complex 
office activities by means of the Clerical Cost Con- 
trol Technique. More recently it was proved by a 
survey of nursing activities in a hospital ward. 
Nothing would seem to defy measurement and 
control more than a nurse’s work, but it has been 
done. 

There are only two general types of work in our 
experience to date which should be regarded as 
outside of the scope of measurement. Where the 
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Control of Clerical Costs 


job is primarily creative, such as the case of a de 
sign draftsman, it is impractical to attempt mea- 
surement. On the other hand, when an employee 
is retained because his presence is needed at a 
given location regardless of work volume, there is 
no purpose in measurement even though it is pos- 
sible to apply it. For example, there would be no 
advantage in determining the workload of a re- 
ceptionist. 
Benefits 


These definitions indicate that the vast ma- 
jority of office work is suitable for measurement 
and standardized control. Consider the advantage 
to both employer and employee that can be opened 
up in this manner. 

1. Office Costs can be stabilized and related 
permanently to work-load—regardless of fluctua- 
tions. There is no longer any need for conflicting 
opinions as to whether more or less help is needed, 
and peak-loads can be anticipated and scheduled. 

2. Systems Improvements can be evaluated be- 
fore installation, and costly mistakes can _ be 
avoided. There have been a surprising number of 
cases where a seemingly desirable procedure 
change proved to be more expensive than existing 
practices. In the same connection, the advisabil- 
ity of a capital investment in office equipment can 
be determined before the expense is incurred. 

3. Comparison of Efficiency Between Offices is 
possible. With both functioning on a standardized 
basis, it becomes possible to compare the relative 
management efficiency of each office. For example, 
it is possible to know whether the Personnel De- 
partment is run more efficiently than the Purchas- 
ing Department. 

4. Cost of Each Report and Document can be de- 
termined readily, since each step in their prepara- 
tion can be evaluated. It is not unusual for a sta- 
tistical report to be eliminated when its cost is 
compared with its usefulness. 

5. Employee Compensation can be made more 
equitable. Present job evaluation plans recognize 
the skill levels, or quality, of the work performed, 
but measurement provides a means of determin- 
ing the quantity of work turned out by each clerk. 

6. Planned and Scheduled Operations can pro- 
vide obvious benefits in economy to management 
and service to customers. 

7. Burden of Supervision can be lessened 
through the use of measurement and control. 

These are the benefits that are apparent im- 
mediately. However, there are many hidden but 
important reasons for controlling the size of the 
working force. For example, the number of clerks 
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BELOW: 


COMPACT TIME COMPUTER of the slide type is designed 
especially for irregular hour and overtime payroll problems of small 
and medium-sized businesses. The Hourmaster is graduated in 5- 
minute steps and has a 24-hour capacity. It shows working time in 
hours, with minutes translated into decimals. Time for the week 
may be added and multiplied without further conversion. Computer 
deducts time for lunch periods. Start and finish times (to the near- 
est 5 minutes) are matched with an automatic time-out scale. This 
gives a reading that can be readily copied. Made of plastic Vinylite, 
it is 3¥% x 10 inches, and is retail priced at $10 each. From the 
Hourmaster, P. O. Box 533, Westfield, New Jersey. 


BELOW: 

NEW PRINTING CALCULATOR, the completely electrified 
Model 97, with increased capacity up to a trillion dollars, has 
just been announced by Remington Rand Inc., 315 Fourth Ave., 
New York. This new machine is claimed to have all the advan- 
tages of both calculator and adding machine, plus printed proof 
of accuracy. All factors and answers of every problem are auto- 
matically recorded on the tape. providing an immediate accuracy 
check and a permanent printed record for future reference. The 
97 multiplies and divides automatically, adds and subtracts, and 
with the printed tape, can also be used for listing. In every 
calculation, the machine completes the problem and ciears the 
keyboard automatically. By means of an added feature key, the 
number of cycles required to complete large-digit multiplication 
problems is reduced close to 50%. 
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ABOVE: 


FROM THE NEW LINE of safe-type cabinets comes this model 
760 storage cabinet, produced by the Cole Steel Equipment Co., 
285 Madison Ave., New York. Features include a two-way locking 
device controlled by a paracentric lock, four adjustable shelves, 
and as an additional feature, the cabinet is shipped knocked down, 
thus making for easier handling and reduced shipping costs. Model 
760 is 76 inches high, 36 inches wide, and 18!/2 inches deep. Comes 
in green or grey crinkle finishes. 


ABOVE: 

SANITOUCH MOISTENER made from a lustrous two-tone see 
has just been announced by the Sengbusch Self-Closing In stand 
Co., 2222 West Clybourn St., Milwaukee. The moistener, useful in 
all types of businesses, has a diameter of 344 inches and is 2, 
inches high. It has a weighted base that prevents spilling, and has 
a practical seal that keeps the water fresh and clean. The ball 
closes opening after each touch. Complete details from the com- 


pany. 
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involved has a direct bearing on the amount of 
office space required and the cost of maintaining 
it. In addition, there is the expense of so-called 
“fringe payments,” or extra employee benefits and 
remuneration. A recent survey' of 45 companies 
indicated that fringe payments averaged 12!.5 
cents per hour per employee. Another similar sur- 
vey of 198 companies resulted in an average figure 
as high as 18 cents per hour per employee. 


Time standards 

Work measurement necessarily involves the de- 
velopment of time standards since man-hours are 
the natural “yardstick” for evaluating the size of 
any task. However, it must be recognized at the 
outset that office work measurement differs in two 
important respects from factory time study. 

1. The average clerical job is a varying mixture 
of a number of activities, which cannot be sub 
jected to a time study like that usually conducted 
on a repetitive production job. 

2. White-collar workers are not accustomed to 
having their work stop-watched, and they usually 
dislike the practice. 

It was these factors that led to the development 
of our book of standard unit time values for most 
common office activities. In the case of our re 
search, it was decided to circumvent these prob- 
lems by paralleling the industrial practice of set- 
ting “synthetic” time standards commonly used in 
machine shops. This approach calls for the care- 
ful and accurate predetermination of all of the 
time requirements of a given machine tool under 
every possible operating condition. With these 
data available, it becomes unnecessary to stop- 
watch the machining of every new part or prod- 
uct that comes along, since the engineer can deter- 
mine an accurate time standard right at his desk 
if he knows the operations and material involved. 

It seemed reasonable to assume that dependable 
time standards could be determined in the same 
manner for any intricate combination of clerical 
functions, if a complete manual of basic time data 
were available. Of course, it was essential that the 
figures in this handbook be developed through ac 
curate and scientific time study. The practice of 
using past production averages was entirely too 
crude and inaccurate for practical use because (1) 
the data would be in insufficient detail and be- 
cause (2) they would include many hidden factors 
that would destroy their dependability. Time 
study, which is a searching scientific analysis of 
working methods and time requirements, pre- 
sented the only sound approach to the develop- 
ment of the basic time data. 

Accordingly, it became necessary to undertake 


*See “Management News,” Volume 21, Number 8, August 
23, 1948, published by the American Management Associa- 
tion. 
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a lengthy and pains-taking research program. 
Since the basic data were to be used eventually in 
establishing working standards for a wide vari- 
ety of offices, it was necessary to devote unusual 
care, time, and accuracy to the work. However, 
these efforts were profitable and beneficial, since 
the resulting statistics eliminated the need for any 
future time studies on the same operations. Thus, 
although the original research is time-consuming, 
it is possible upon its completion to make practical 
applications of work-measurement in a series of 


offices with comparative ease. 

With the basic time data available, we are now 
in a position to consider its application. This 
calls for a clear and complete determination of the 
volume and nature of the work that is done in the 
particular office that has been selected for study, 
which implies the preparation of some type of 
flow chart. There are many methods of charting 
commonly employed in the study of office systems. 
In our case, we preferred a refinement of the pro- 
cess charting technique originated in 1921 by 
Frank B. and Lillian M. Gilbreth, because it is 
recognized throughout industry and because it 
could be adapted easily to the assignment of time 
values. 

Practical features 


There is no advantage in discussing the techni- 
cal phases of flow-charting at this point. Those 
who desire additional information on the subject 
will find that the original paper by the Gilbreths* 
is still useful reference material. However, there 
are a few practical features that should be em- 
phasized. 

1. Clarity and Thoroughness are of primary 
importance. A chart is incomplete unless it con- 
tains the answer to What, How, When, Where, 
Why and Who on every phase of the system that 
it depicts. 

2. Operetional Breakdown should be in accord- 
ance with the manner in which the basic time 
values have been set up, if the subsequent assign- 
ment of measurement figures is to be handled con- 
veniently. Accuracy increases with the fineness of 
the operation breakdown. However, the law of 
diminishing returns should be remembered, and 
operations should not be charted in extreme de- 
tail if they occur infrequently and if they repre- 
sent an insignificant part of the department’s 
total man-hours. 

3. Account for Every Document involved in the 
work-flow by balancing the total disposed of with 
the total received or originated. This will provide 
assurance of the thoroughness of the charting. 

Of course, the analyst who is conducting the 


*“Process Charts,” a paper presented at the Annual Meet- 
ing, December, 1921, of the American Society of Mechanical 
Engineers (Paper No. 1818). 
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survey must secure the facts from a person fa- 
miliar with the work-flow. We recommend that 
all of the information be secured from the super- 
visor in charge of the particular office and that 
the charting be done in an area removed from the 
office itself. This approach is quite practical, and 
it avoids any interference with the normal func- 
tioning of the office. Of course, there will be some 
features of the work-flow that the supervisor 
might be unsure of, but he can determine the true 
facts and bring them to the analyst. 

Both the analyst and the supervisor should re 
member that the primary purpose of-a Clerical 
Cost Control Survey is work measurement, and 
that they are not out to change the system neces- 
sarily. This statement is not intended to detract 
from the advantages of procedure simplification 
—but rather to bring them into their true light. I 
could quote a number of cases where economies 
were claimed for system changes, when the same 
advantages could have been achieved through sim- 
ple work measurement without the upset of buy- 
ing costly office equipment and retraining per- 
sonnel. 

Of course, if the need for minor improvements 
is observed as the charting is done, they should 
be adopted promptly, and they should be charted 
as though they were in use already. On the other 
hand, if a procedure is really costly and obsolete 
it will be evident in the survey, and work measure- 
ment should be discontinued until the right sys- 
tem is in operation. 

In three stages 

The measurement of the work-flow involves 
three stages—(1) the determining of work vol- 
ume by operation for a typical monthly period. 
(2) the assignment of the appropriate unit time 
value for each operation, and (3) the extension of 
volume statistics by the time values to develop the 
monthly man-hours required for each operation. 

If possible, it is desirable to anticipate the 
work volume figures that will be needed and to 
start any necessary counting before the charting 
is completed. Statistics are usually available for 
all major operations, or else they are obtainable 
without great difficulty. However, the secondary 
operations often require some research to deter- 
mine their frequency of occurence. 

With the appropriate work-volume entered be- 
side each operation on the chart, the analyst is 
ready to assign the unit time values. This is done 
by selecting the appropriate one from the book in 
each case and entering it on the chart beside the 
corresponding volume figure. Of course, every 
survey will produce a few operations on which 
the analyst will not have a unit time value. Be- 
cause of this, our own book has continued to grow 
and grow as we have continued to develop addi- 
tional basic data. 
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The final step in the measurement of the work- 
flow is the multiplying of the work volume figures 
by their respective unit time values. The resulting 
monthly man-hour figure for each operation 
should be entered beside it on the chart. 

The completed charts constitute a sequential 
picture of the work-flow in the department. Thus 
they depict the passage of papers from position to 


position, and in all likelihood each clerk’s duties 


will be scattered throughout the chart in accord 
ance with the manner in which they fit into the 
overall procedure. If the load on each position is 
to be analyzed, it is necessary to tabulate the op 
erations on the chart by position. Therefore the 
operations are numbered so that they can be iden 
tified in the tabulation, and the number and 
monthly man-hours of each one are tabulated as 
described. Determination of the work-load is then 
merely a matter of adding the man-hours for each 
position. 

It is rare that any job will show a proper load. 
We have run into cases of overloads, but the re- 
verse is far more common for a very apparent 
reason. In staffing an office, management has usu- 
ally hired sufficient people to handle a work-load 
which could not be measured heretofore. There 
fore it is reasonable to expect that the office would 
be over-staffed and that the work would be dis- 
tributed inequitably. 

The proper reallocation of the work is the final 
responsibility of the analyst. This is done by indi 
cating on the chart what duties can be given to 
different positions in order to bring about a rea 
sonable load based on “a fair day’s work.” The 
word “reasonabie” is used, for one reason, be- 
cause it is impractical to load each job up to ab- 
solute maximum. Sufficient free time must be al- 
lowed in each position to provide flexibility for ab- 
sences, peak loads, unusual occurrences, etc. The 
requirements in this connection must be deter- 
mined by the analyst. 

Principles to follow 

Certain principles should be followed in this re- 
allocation of duties. Obviously, functions should 
be assigned to assure a continuous and forward 
flow of material through positions, avoiding bot- 
tlenecks and back-tracking. It is also important to 
avoid the mixing of skill grades in any single po- 
sition. For example, a stenographer’s duties 
should not be included with those of a file clerk, 
since such a condition would necessitate the pay- 
ment of a higher salary rate on that portion of the 
work requiring a lower degree of skill. The only 
exception to this would be in a small office when a 
new position would be created which would not 
be required otherwise. 

With the reallocation of duties completed, the 
charts can be given to a typist, who can prepare 
a job description for each position by merely copy- 
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ing the duties and time statistics from the chart. 
The supervisor acquires in this way a convenient 
record of duties contained in each position, which 
he can use in employe selection and training. 

As a matter of fact, these job descriptions are 
vastly superior to those in common use in indus- 
try for job evaluation purposes—even though they 
are a mere by-product of a Clerical Cost Control 
Survey. It will be observed that they have been 
derived from a factual description of the work- 
flow, and not from answers to a questionnaire. In 
addition, they are not only qualitative in the sense 
that they state what is done, but they are quanti- 
tative in that they state the extent of each task. 

Something must be said about the proper action 
to be taken when a survey results in the uncover- 
ing of excess personnel in an office. It us urged 
strongly that no Clerical Cost Control Survey be 
undertaken without assurances to all concerned 
that no employe will lose his job as a direct result 
of it. This promise should be adhered to in all 
fairness to the employes. Thus the installation of 
the new workloads should be scheduled to conform 
with normal turnover or the transfer of people to 
other departments. 

About the remaining employes, it is important 
to recognize that they have not been subjected to 
a “speedup.” That word is defined as the practice 
of increasing production rates so as to require em 
ployes to work at unreasonable rates of speed. 
It is true that remaining clerks in our case may 
be required to assume some additional duties, but 
it is done on the basis of an accurate and reason 
able determination of a “fair day’s work.” If any 
other result is achieved, the Technique will have 
been misused. 


When conditions fluctuate 


No survey would be complete without giving 
consideration to fluctuating conditions. A means 
must be provided to perpetuate the advantages 
even under changing circumstances. 

This is done by studying the contents of each 
office position to determine the variable factors 
affecting its work-load and to develop a suitable 
control standard for each one. For example, as- 
sume that a billing clerk performs a number of 
duties, such as filing, sorting, etc., in addition to 
invoice typing. It is reasonable to assume that 
the volume of these duties bears a relatively fixed 
relationship to the main work of typing. There- 
fore, if the assigned work-load amounts to 157 
man-hours per month and if the invoice volume 
is 1660 per month, a suitable control standard 
(.0946 man-hours per invoice) can be determined 
by simple division. 

A standard of this sort should be established 
for each position. Where responsibilities are 
mixed, two or more standards may be desirable in 
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a single position. These should be printed in a 
form convenient for the supervisor to use for the 
following purposes: 

1. Work Planning and Scheduling can be ac- 
complished by estimating the volume and the re- 
sultant clerical requirements at the start of each 
month—or other convenient period. This will pro- 
vide a basis for utilizing excessive reserve time 
for special assignments or personnel transfers. 
On the other hand, it will permit anticipation of 
the need for additional help. 

2. Performance Analysis can be accomplished 
by using actual volume figures in the same manner 
at the end of the working period. Performance 
measurement becomes merely a matter of com 
paring standard man-hours versus actual attend- 
ance man-hours. Efficiency ratios can be used to 
compare the management of two or more other 
wise unrelated departments. 

3. Cost Analysis can be accomplished by multi 
plying the total standard by the average hourly 
rate, and the dollar variance can be determined 
by subtracting the resulting figure from the total 
payroll amount. The causes of any such variance 
can be determined in turn through some simple 
calculations which develop the relative costs of 
(a) overtime premium, (b) hours paid for but 
not worked—vacations, illness, absence, holidays, 
etc., and (c) performance variance. 

This form can be made so simple that it will re 
quire no more than about two hours of a super- 
visor’s monthly time, and it will provide controls 
of great value. Of course, copies of each super 
visor’s periodic report should flow to a central 
point where top management can achieve the ad 
vantages of comparison and consolidation. 

Experience has indicated two interesting ad 
vantages to the Technique, which were not anti- 
cipated when the work was begun. 

1. Supervisory Training is accomplished on a 
very practical basis in the few short weeks that 
an office supervisor spends looking at his activi 
ties from the viewpoint of modern management 
practices. Some companies that have applied the 
Technique consider this advantage great enough 
to warrant their dropping the term “Clerical Cost 
Control” in favor of “Supervisory Training Pro 
gram.” 

2. A Complete Technique for Office Analysis 
lies in the manner in which a survey is conducted. 
The charts provide an audit of procedures, and 
evaluation program, and the final cost controls 
they bring out clearly their economy and effective 
ness. The job descriptions can be used for a job 
have many important uses, such as planning, 
scheduling, control, employe compensation, ete. 
Heretofore these matters would have been the sub 
jects of separate surveys—conducted possibly un 
der separate supervision in larger companies. 
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New Quality... 
available now for the 
first time in the office- 
copy field! Kodagraph 
Contact Paper — 
created specifically 
for photocopying—has 
a new, high-quality 
paper base ...durable, 


pure white, non-yellowing. And a specially formulated 


photographic emulsion . . 


. uniform, high in contrast . . . 


wide in latitude. An entirely new product, this .. . one that 


lies flat during and after processing, that simplifies 
operator-control, that greatly reduces the chance 


of error. 


New Results . . . photocopies that are 
sharper, clearer... with all details exactly 
right ... reproduced in dense photographic 
blacks and brilliant whites. Something new 
... something to see—sparkling negatives 
and positives — dis- 
tinctive reproductions 
of your work that are a 
pleasure to read. 


Kodag raph Contact Paper 


See for yourself sos tne improvement in photo- 
copies made with new Kodagraph Contact Paper! 
Also learn the whole story. Write today for the free 


New Economies. . . economies 

new to photocopying! Kodagraph 

Contact Paper is inexpensive to buy, 

simple to use. Its great uniformity— 

from sheet to sheet, package to package— 

permits high-speed production without inter- 
mittent, wasteful trial-and-error testing. Its wide 
latitude eliminates the need for split-second timing 
in exposure and development...reduces the number 
of makeovers. Real economies, these ... and you 
can realize them now with your present photo- 
copier and processing methods. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 


illustrated booklet, “The Big New Plus.” 


Mail coupon for FREE booklet 


po-cccc--n--n-------- 


Eastman Kodak Company 
Industrial Photographic Division 


Rochester 4, N.Y. 


Please send me a copy of “The Big New 
Plus”—your booklet about Kodagraph Contact 


Paper, and the other papers in the Kodagraph line. 


Name 

(please print) 
Department 7 
Company ff , 
Street , 
City 
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~ Get WRITE on the Job! 


3 A good-looking letter makes 4 qood 
impression .. . your letter to a prospec- 
tive customer will make the right im- 
pression—if it's a WRITE letter! 


| WRITE Typewriter Ribbons produce 
i clear, crisp, uniformly sharp letters every 

time. WRITE Carbon Papers give you 
i more copies and cleaner carbons from 
every original, and they're easy to han- 


dle. 


WRITE high-quality products ere guar- 
anteed for long wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
WRITE Typewriter Ribbons and Carbon 
Paper. 


no ci i i i ete at ionanmaranit 


Ask your dealer, or write us today 
for FREE samples and attractive 
prices. 


Immediate Deliveries 


Se Mi te vt a 


INCORPORATED 
d _ FACTORY: Bridgeport, Conn. oo, 
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W RITE @ 120 Lexington Ave., 


New York 17, N. Y. 
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Classifying Data 
(From page 32) 


ment. They are not adequately suggestive of their 
use. For example, we use the term “Dictating 
Machines.” However, such machines have a 
much wider range of usefulness. For example, 
they have been used for inventory taking, for 
recording orders received by telephone, to substi- 
tute a voice recording for a written memorandum 
to the home office, and many other uses not pri- 
marily associated with a dictating function. Simi- 
larly, “Addressing Machines” have applications 
other than the name suggests. They have been 
found useful in payroll work, in order billing, in 
stock control, and many other repetitive writing 
functions besides addressing. The same is true 
of other captions. The ingenuity of systems 
analysts has often resulted in profitable uses far 
removed from the original purpose of the equip- 
ment. 
Be ruthless 


The second caution concerns the importance of 
ruthlessness in destroying unnecessary literature. 
It sometimes requires a strong effort of will to 
overcome the “‘pack-rat instinct.” This is defined 
as the overpowering instinct to file useless litera- 
ture because ““‘we may need it sometime.” 

The third caution is that the file should be 
expanded or condensed to meet the specialized 
needs of those using it. For example, a systems 
analyst having a bank for a client would quite 
likely set up a classification for “Coin Counting 
and Sorting Machines.” Another systems analyst 
who rarely encountered a coin counting problem 
might drop a folder on this subject into the 
“Miscellaneous” folder. 


Getting the information 


After an office equipment data file has been 
set up, the next problem is to keep informed about 
new equipment developments, and about new uses 
for old equipment. The students in the course 
on systems and procedures given at New York 
University by H. Kenneth Marks, of the Systems 
& Procedure Institute, have been told that the 
following sources of information are available: 
(a) Interviews with equipment salesmen. 

(b) Visits to salesrooms of equipment manufac- 
turers and dealers to watch demonstrations. 

(c) Subscriptions to magazines which publish 
articles on office equipment. 

(d) Study of descriptive literature published by 
equipment manufacturers. 

(e) Memberships in professional groups. 

(f) Attendance at business shows. 

(gz) Attendance at courses on the subject. 
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Fine 


I'll Take 
GLOBE-WERNICKE 
BOOKCASES 


Everytime! 


st For Beauty and Utility 


in Office or Home! 


For man or woman, home or office, a 
Globe-Wernicke bookcase makes a truly ideal 
gift. It’s appreciated not only because of its 
utility, but also because it’s a handsome piece 
of furniture expertly made by skilled Globe- 
Wernicke craftsmen. It adds beauty to any 
room. 


There are two styles and a variety of sizes and 
finishes to choose from. The famous Globe- 
Wernicke sectional bookcase, recommended for 
the office, can be expanded a section at a time, 
as new books are added to the library. It has 
easy-to-operate receding glass doors that keep 
out dust and dirt—prevent damage to choice 
volumes, The Ardmore bookcase with open 
front is ideal for the home. Its simple classic 
design and beautiful finish harmonizes with 
modern or classic furniture. 


See them now at your Globe-Wernicke dealer 
—or write The Globe-Wernicke Co., Norwood, 
Cincinnati 12, Ohio, for descriptive literature. 


Sectional Bookcase 
Universal style in quar- 
tered oak, imitation 
ond genuine walnut 
and mohogany. 


Ardmore 

Bookcase 
No. 48—A generous 
sized bookcase, 
three adjustable 
shelves, holds 100 
to 150 books. Gen 
vine walnut or ma- 
hogany finish on 
walnut. 
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If you want a decision, 
speak fo the fop man! 


In the office equipment and supply 
field, only one magazine is edited 
exclusively for top office manage- 
ment executives. 


ey?) Ee = 
as oA “ a 
aes i. ces ie < x 
a. a 


The magazine, of course, is OFFICE 
MANAGEMENT and EQUIPMENT. 
It’s read faithfully every month by 
treasurers, comptrollers, office man- 
agers, purchasing agents—the men 
who make decisions on office equip- 
ment and supply purchases. 


Write for OFFICE MANAGEMENT 
AND EQUIPMENT market informa- 
tion, today. 


OFFICE MANAGEMENT 
and EQUIPMENT 


Speaks to the Top Men Who Decide 
the Purchase of Office Equipment 


260 FIFTH AVE. + NEW YORK 1, N.Y, 
GEYER PUBLICATIONS — EST. 1877 — Also 


Publishers of GEYER'S TOPICS, THE GIFT & ART 
BUYER, SPORTS AGE and Trade Directories. 
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WHY? He's been properly seated 
all day on a STURGIS POSTURE 
CHAIR. That's why he’s in the mood 
for an active evening, whether he 
FT: tackles briefcase problems or frolics 
with friends. 


Sturgis Posture Chairs can make 
you and your office people feel 
better and work better. Write for 
helpful literature. And ask your 
Sturgis dealer for a demonstration. 


Welcome to Our Exhibit at the 
1949 OFFICE EQUIPMENT DISPLAY 
Hotel Stevens @ Chicago @ Jan. 31, Feb. 1-2 

Sponsored by the 
OFFICE MANAGEMENT ASS'N., CHI. 


POSTURE CHAIR CO. 
Sturgis, Michigan 
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Office Information 
(From page 30) 


2. Office Paper 

Paper is a source of information— 

Does it drink ink and snub pencils? Is it too 
short, too long? Is it opaque? Is it a consistent 
color? Is it a dollar paper for a ten cent job? 
Does it tear when erased? Is it wasted? Did you 
throw away one ream in ten at the cutter’s table? 
Does its name properly identify its family? 

3. Forms, Records, and Procedures 

Forms, records, and procedures can be sources 
of information— 

Does a new form a day keep the files in play? 
How many stops does a piece of paper make with- 
out adding any momentum? Is a duplicated form 
as good as a printed one, for the purpose? Can 
anyone be a form designer? Is a_ procedure 
steeped in tradition—or in thought? Do flow 
charts make sense to the users? How many records 
have outlived their natural lives? Is it necessary 


' to be an acrobatic typist to fill out a requisition? 


How many desk drawers hide a secret lack of 
trust? Is it free-wheeling copy country? Is theory 


, wedded to common sense? 


4. Office Supplies 

An eraser is a source of information— 

Does it require a dozen numbers to order it, 
to store and issue? Does it smudge and add a 
worse error to an original errcr? Does it fit in a 


| desk tray, if you use one? Does it erase? 


Or a pencil— 

Does the lead hardness number mean anything 
—does a No. 2 on one pencil equal a No. 3 on 
another? Does it disintegrate in a pencil sharp- 
ener? Does the point break, waste time and 


_ patience, at the least strong pressure? Is it a 


large? 


five cent pencil in a ten cent guise? 

Or a paper clip— 

Is it a trick device that takes study to use? Does 
it lose its spring when used? Is it too small, too 
Is it reclaimed? 


5. Business Machines 


A business machine is a source of informa- 


tion— 


Are you using radar for a flashlight job? Does 


_ the keyboard require triple skills in its operator? 


Does your desk require a psychological maze to 
insure its proper attachment? Does it waste a 


_key-stroke because of the placement of its char- 


acters? Does it require ambidexterity to insure 
ease of shifting? Does it do only part of the 


_ job, before requiring a relative machine to com- 


plete the action? Is it a one-horse shay for a 
coach job? Does it r€quire acres of space when 


_rods would suffice? Does it ascend an incline of 
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A mistake—to begin with! 


Manual transcription wastes time, labor, dollars. 


Once information is typed, drawn or 
written—in usual manner--on ordinary 
translucent paper it need never again 
be manually transcribed. 


For now, every sheet of paper is a 
“master”—capable of producing as many 
positive (not negative) Ozalid copies as 
you desire... each in 25 seconds. 


Think what this means in terms of 
your accounting records, sales and 


@ How anyone can produce Ozalid prints in 25 seconds—prints 
that are always delivered dry, ready for immediate use. 


@ How you can reproduce translucent reports, etc. which are 
up to 42 inches wide, hundreds of yards long. 


e@ How your files become “alive”. . 
cent cards. 


© How to “color code” your work by making Ozalid prints 
with black, blue, red or sepia lines on a white or tinted back- 


ground. 


e@ How to produce Ozalid form letter prints which look like 


original typing. 


© How to turn out advertising posters, folders, without print- 


ing plates. 


Detember, 1948 


New FREE Booklet! 


Lists 116 job-by-job savings for your office. 
Explains for example: 


. by simply using translu- 


service reports, file cards, inter-office 
memos, etc. 


Whenever you want extra copies 
you obtain them in seconds~— without 
manual transcription ... without proof- 
reading ...or errors. 


You can reproduce either the whole 
original—or desired parts of it. You can 
even transpose columns of figures from 
separate reports to a composite Ozalid 


Streamliner. 


OZALID 


A Division of 
General Aniline & Film Corp. 
Johnson City, New York 


Gentlemen: Please send 
free copy of ‘““The Simplest 
Business System”’. . . fully 
explaining use of translu- 
cent papers and new Ozalid 


print—perform unheard of short cuts on 
almost every job in your office. 


Now consider this: translucent paper 
costs no more than standard bond pa- 
per ...and using it you can make Ozalid 
prints size 81/2 x 11 inches for only 11% 
cents each. 


No wonder it pays to have every of- 
fice form, record, letterhead—even your 
scratch pads—on translucent paper! 


eae EE EO 


Dept. No. 150 
Name____ as —- Pecsition 
Company __ sane anes 
Address_ . as a 
Se a | 
Ozalid in Canada—Hughes Owens Co., Ltd., Montreal 
OFFICE MANAGEMENT AND EQUIPMENT 
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When 


‘she blithely gives you one 
more Christmas box 
than you can safely 


carry.... 
RA Sorry, sir, 
~ that’s 
SY : 


But your 
office OVERLOADS 


in TABULATING 
in TYPING 
in TRANSCRIBING 


... those, sir, are 
Our Worries! 


The year-end turmoil, with its un- 
expected peaks and OVERLOADS in 
calculations and typing, is almost here. 

They'll want the figures for income 
tax computation; a modern, new and 
right inventory; they’ll want to know 
cost figures; they'll want the sales 
figures by units, by salesmen . . what, 
when, where and how much .. . they'll 
want to plan a budget .. . . what not! 

They'll want selling letters typed and 
mailed to customers and prospects. 

Call us! We'll come and take over; 
eliminate all your worries, night work, 
extra day work and all the turmoil, fuss 
and doubt . . . while you go on with 
your routine ..... when you 


onunman 


The nation's foremost office overload service 
WORKMAN SERVICE, INC. 
109 N. Wabash Ave., Chicago 2, Ill. 
Other office locations: 


New York City * Los Angeles 
Minneapolis * Seattle 
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production without stripping its gears? Is it 
better than a pencil? 
6. Personnel 

Personnel factors can be a source of informa- 
tion— 

How many round pegs rattle in square holes? 


| Does the worker’s title mean anything? Do morale 
busters devaluate the wage dollar? Is a rest 
' period beneficial? Does Suzy stay with the job 


because of a measure of security in her future? 
Can smoking permission save time? Are all the 
chairs filled because there are chairs? Does a 
workhorse get fed more oats? 


7. Physical and Physiological Factors 


Physical factors can be sources of information— 
Does a drinking fountain have a pleasing per- 
sonality? Do surfaces reflect a glare of light? Is 


_a rest room a rest room? Can Charley Chill and 


Fanny Fever live by the same radiator? Is it 
candlepower or candles? Was the building site 


| picked for people? Is “recreation room” a name 
over a door? Do employees face into lights? Was 
_ the color of the wall intended for female or male 


workers? Is the office a ballroom or a sardine 


' can? Who needs a carpet? Are aisles grand con- 


courses ? 
Operation: Information 


The answer to each question is a clue to the 
means of realizing better office operations. It is a 


basis for the planning of future operations. 


The answer to each question starts a chain 
reaction and begins the building of the correla- 


| tion pyramid. 


| 


In seven parts, this is the office: whether it 
counts two people or 2,000; whether it is located 
in Akron or Atlanta, Seattle or Savannah; 
whether it is the conrol center of a maker of soap 
or a builder of bridges. 

These are the seven sides of the environment 
of the office employee and the administrative 
world of the office executive. 

Actually, none of them is new. 

The office, in some form, has existed for at 
least forty-five centuries. From the day, in fact, 
that the first “office executive” found it necessary 
to maintain his first record in physical form. 
From that day, as seven areas or seventy— 
according to the whim of the classifier—these 
have been the sources of office information. These 
have been sources of historical reference: refer- 
ence to the day before yesterday, a half-million 


'months ago or the moment just passed. 


Office executive aims 


From that day, too, have existed, in at least 
vague form, these triple aims of the office execu- 
tive: 

(Turn to page 70) 
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COMBINATION STORAGE & WARDROBE 


STORAGE - 


% Built of Heavy-Gauge Metal 

* All-Welded Construction 

%* Shelves adjustable on 2" centers 
% Three point locking device 


e COMBINATION - 


Cat. 27218-CW 
Height 72" x 18" Depth x 35" Width 
Cat. 7224-CW 
Height 72" x 24" Depth x 35" Width 


WARDROBE - 


7 


rl | pnemea nl 


<& 
—— 


e STORAGE «+ 


CAT. £7218-S 
Height 72" x 18" Depth x 35" 
Width 


CAT. 27224-S 
Height 72" x 24" Depth x 35" 
Width 


v 


* WARDROBE - 
CAT. £7218-W 


Height 72” x 18" Depth x 35" 
Width 


CAT. 37224-W 


STEEL EQUIPMENT 
FOR THE 
OFFICE 
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Height 72" x 24" Depth x 35" 
Width 


Special Features 


Shipped set- 
up. Modern 
gray or olive 
green baked 
enamel finish. 


(Specify) 


Literature 
and Price 
List 
Available 


KEYSTONE 
STEEL EQUIPMENT COMPANY 
2608-28 SOUTH re ST., PHILADELPHIA 48, PA. 


ecasasces! vasan canal 
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% Chrome plated handles 

% Available in 18" and 24" de 
% Cabinets—72" high, 35" wi 
% Durable baked enamel finish 


e COUNTER HIGH - 


Cat. +4218-CH 
Height 42" x 18" Depth x 35" Width 
at. 4224-CH 
Height 42" x 24" Depth x 35" Width 


STEEL EQUIPMENT 
FOR THE 
FACTORY 
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THIS IS 
AN ARTIST 


at his drawing board 


Note that look of contentment on his face 
. . that look of a job well done. 


He works for a busy advertising agency 
and an hour or so ago the boss gave 
him an illustration to do with a very 
short deadline. He made it—with 
plenty to spare. 


etre 
a at 


Now—note the pencil he’s using. It’s 

a KOH-I-NOOR, and while it didn’t 
actually inspire him, it helped 
immeasurably by standing up under 
his first feverish strokes and giving 
smooth, dependable performance 
right to the finish. 

You can depend on KOH-I-NOOR 
every time... it’s made of straight 
grained cedar and the finest 

lead — a combination that assures 
long-life ‘‘staying power.’’ 


“The RIGHT pencil for the RIGHT job 


ee NOOR PENCIL COMPANY. INC., | aie, 


BLOOMSBURY, NEW JERSEY 
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(From page 68) 

1. To achieve greater recognition and partici- 
pation in higher levels of management. Recogni- 
tion from within and from the world without. 

2. To establish office management as a profes- 
sion. The white collar and penci!-behind-ear have 
become symbols of dignity and service. 

3. To gain deserved remuneration. Salaries 
are tangible evidences of recognition, profession- 
alization, and participation in the rewards of 
management. 

Three decades ago a small group of executives 
recognized the office as a source of information. 
The formulation of their intentions embodied the 
triple aims recited. These intentions were set 
forth in a common desire: 

1. To promote a free exchange of ideas. 

2. To determine standards of office work ap- 
plicable to all industries. 

3. To apply scientific methods to the problems 
of the office. 

4. To interpret the needs of science and indus- 
try for business curricula. 

5. To establish and maintain closer fraternal 
relations among business executives and others 
interested in the problems of the office. 

The recognition begat this result. In those 
three decades, the small group grew from a hand- 
ful to 8000. From a dozen cities to a dozen coun- 
tries. This small group grown large symbolizes 
the power of office information. You know them 
as members of the National Office Management 
Association. Today, 4500 years ago, or 29 years 
ago, the office is the source of information. 


The research approach 


Awareness of this truth alone is not enough. 
Knowledge without technique is like an icebound 
stream. Both meaning and method for collecting 
facts must be known. Our information must flow 
if we are to reach our destination. Chronologic- 
ally, perhaps, this progress is built on: 

1. Research. 

2. Recognition. 

3. Remuneration. 


We have touched on recognition and remunera- 
tion. The other “r’—‘research,” involves the 
techniques for collecting—and for using—infor- 
mation. Such techniques are basic to all produc- 
tive action. They underlie every competency, 
every achievement, every advance. 

Research, literally, is a careful or critical 
examination in seeking facts or principles. In its 
ultimate sense, it is the collecting of information, 
the candid evaluation of the usefulness of that 
information, and the channeling of its utility to 
the place where it will do the most good. 

Research, in terms of distances, may revolve 
about your desk, your office, your company. It 
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new Modernaire gray. 


All filing cabinets available in either letter or cap 
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Invincible Filing Cabinets 


You have a choice of four beautiful finishes: olive 
green, grained walnut, grained mahogany and the 


EQUIPMENT 


NAME IN FILING 
@ EXCLUSIVE 


Concealed Safe Unit is a patented fea- 
ture available only to Invincible users 
because only the INVINCIBLE line of 
metal filing cabinets has it! It offers 
security for your valuables and confiden- 
tial papers in your home or office. 
Concealed Safe Units are available in 
the 2, 3 and 4-drawer filing cabinets. 


drawer size. All fittings are metal. Cradle-type 
drawer suspension gives you super-strength for max- 
imum drawer load. See your Invincible dealer or 
write Invincible Metal Furniture Co., Manitowoc, Wis. 
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One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your job 


ME COMPANIES look upon ad- 
S. vertising as an expense. When ex- 
penses have to be cut, the advertising 
budget looks like a good place to 
begin. 

The only trouble with that theory 
is — it won’t work. 


Advertising can become expensive 
when you don’t use enough of it. And 
“NO advertising” can cost far more 
than the “saving” it appears to 
create. 


It’s like failing to lubricate a piece 
of valuable machinery. You save the 


How much would : 
NO advertising cost 
your company ? 


cost of the lubricant -— but eventu- Can advertising perform all five | 
ally there’s a big repair bill to pay, of these steps? No, it usually takes a 
not to mention your production — ,ooq salesman to handle the last two. 
losses while the machine is idle. qn 

But advertising can save much of 


Advertising works something like his walestiie ime. 


a machine. It is the application of 
assembly-line methods to the five 


: s By mechanizing the missionary job, | 
basic steps in the manufacture of a 


eae ax advertising becomes the most efficient ) 
$. Geshien ont evecpecte method of manufacturing sales at a 

. Arousing their interest profit. Especially when it appears in 

. Creating a preference for the business press, where it is concen- 
your product ts 

. Making a specific proposal trated among your company’s best 

5. Closing the order prospects — and no one else! 


on 


— 
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is a member of The Associated Business Papers, who have published 
an interesting folder entitled, “‘How much does NO advertising 
cost?” We'll be glad to send you a copy. Also, if you'd like reprints 
of this advertisement (or the entire series) to show to others in your 
organization, just say the word. 
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avoid 


delays 
Te-copying 


needless errors 


UARCO business forms 


avoid delays with Uarco. Carbons come pre-set, copies perfectly aligned, Also— 
avoid re-copying. A single writing makes every copy the job requires. 


avoid needless errors. Most errors occur when forms are re-copied; but not with Uarco. 


Use Uarco business forms, and avoid the things that make paper work costly. Save 
time and money all along the line... writing . . . distributing . . . checking ... filing. 


You can save, no matter what type of business you're in—no matter how large or 
small. Your Uarco Representative will show you how. Call him in for a complete 
survey—there is no cost or obligation. 


UARCO INCORPORATED, 


UARC O Chicago, II1.; Cleveland, Ohio; Oakland, Calif.; Deep River, Conn. 
; Offices in All Principal Cities. 


IM CORPORATESD 


BUSINESS* FORMS for instance ... with Uarco E-Z-Outs, one writing 


produces every copy the job requires. No carbon mess... Car- 
bons are already interleaved. Copies are held neatly together 
for later additions—then detached with one simple operation. 
E-Z-Outs are only one of many Uarco business forms serv~ 
ing every business, large or small. 


CONTINUOUS-STRIP FORMS AUTOGRAPHIC REGISTERS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS AND REGISTER FORMS 


SINGLE SET FORMS 
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A-Z Alphabetical Manila Folders, Letter and Legal 
Size. Double Top Only, One-Fifth Cut. 
Two-Fifths Cut Manila Folder, Guide High. Letter or 
Legal Size. Heavy Weight, Double Top Only. Extrg 
Heavy Weight and Super Weight, Single Top Only. 
Miscellaneous Folder for “Simplex Index’ System. 
Blue, Heavy Weight, Double Top Only. Letter or 
Legal Size, Guide High, One-Fifth Cut. 

Kraft Folder Medium Heavy, Extra Heavy, Single 
or Double Top. All Tab Cuts, Letter or Legal Size. 
System Folder Heavy and Extra Heavy Weight, 
Single and Double Top. Super Weight, Single Top 
Only Right Center Cut, Guide High, Letter or 
Legal Size. 

Miscellaneous Folder for “Service Index.’ Double 
Top, Guide High. Salmon Color, Letter or Legal Size. 
Heavy Weight Only. 

One-Half Cut, Heavy Weight, Double Top. Extrg 
Heavy Weight and Super Weight, Single Top Only 
Undercut Tab. Letter or Legal Size. Tabs Printed if 
Desired. 

Salmon Manila Folder. All Tab Cuts. Heavy Weight 
Orly Letter or Legal Size. 

One-Third Cut Monthly Folders. Heavy Weight Only. 
Letter or Legal Size 

Guide High Kraft Folder Double and Single Top. 
Heavy and Extra Heavy Weight. Two-Fifths Cut 
Only, Letter or Legal Size. Only Single Top Fur- 
nished Printed. 

One-Third Cut Manila Folder Double and Single 
Top. Body or Guide High. Heavy, Extra Heavy and 
Super Weight. Letter or Legal Size. 

Blue Manila Folder. All Tab Cuts. Heavy Weight 
Only Letter or Legal Size. 

One-Fifth Cut. Single or Double Top. Heavy, Extra 
Heavy and Super Weight. Body or Guide High. 
Letter or Legal Size. 


Extra Heavy Weight Manila Folder. All Tab Cuts, 


As today’s business becomes increasingly complex, vital company 
records must be properly organized so that important facts are kept at 
management's fingertips. 


In this respect, you will find the Browne-Morse complete line of filing 
supplies will furnish an answer to your filing problems. Every re- 
quirement is covered so that you can establish efficient filing sys- 
tems to keep facts at your fingertips and save filing time. 


The Browne-Morse complete line of file supplies include folders 
and guides of every type. size, weight and color to satisfy your 
every filing need. 


Contact your local Brown-Morse dealer who will give you 


immediate delivery. as well as valuable suggestions in helping 
you solve your filing problems. 
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Body or Guide High. Letter or Legal Size. 


FIND THE ANSWER FOR EVERY FILING NEED! 


SROWNE-. nee COMPANY 
© orsrem 


COMPLETE nut “mote FOR ONE ORAWER 


OFFICE toupmiuT ae 


COMPA, 


AND OF Fig SUPPLIES 


Look for the BROWNE-MORSE ‘‘Pack- 
aged’’ filing systems at your dealers. Dis- 
play carton contains complete set of divid- 
ers and folders for one file drawer. Order 
your supply today. 


ARCHITECTS OF EFFICIENCY FOR AMERICA’S OFFICE 


MUSKEGON Browne-Mlrse MICHIGAN 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 38 YEARS 
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hen You Make RIB-N-RITE Copies 


RIB-N-RITE is an amazing new attachment 
for any typewriter -- sturdy, smooth-working -- 


| > tan \2 Costs Business Administration as simple as A-B-C..... 
\ 7" Thousands of Dollars RIB-N-RITE makes cleaner, clearer and better 
Annually... duplicate copies -- for business forms and 


correspondence -- WITHOUT THE USE OF 


(Co ) | & Slows Up Office Production CARBON PAPER..... 
t an Inestimabl 
& sais ore iagd RIB-N-RITE brings an important economy 


ey oe. into your office operations when mounting 


costs make savings doubly important..... 
; Leads to Reduced Typists’ 
| Efficiency Thru Lowered wie : 
0 Office Morale... ee 
| Your RIB-N-RITE Distributor will be happy to demonstrate 2 


| this amazing new typewriter attachment. RIB-N-RITE Dis- 
tributors are located in nearly every city throughout the 
United States and Canada-- ready to serve you. For the name 
and address of your nearest RIB-N-RITE Distributor in this 
country simply call Western Union and ask for Operator 25. 


Manufactured by 


, ‘o> RIBBONWRITER CORPORATION OF AMERICA 


©. Copyright 1948 DANIA, FLORIDA 


UNITED STATES AND FOREIGN PATENTS AND PATENTS PENDING & 
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WARNING! POSTAL RATES CHANGE JAN. 


Commercial Controls Model 970 Scale (70 
lbs. capacity) with New 1949 Rate Chart 


.. scales with postage computed at present 
rates become obsolete January 1, 1919! That's 
when numerous changes made by the Government 
become effective. New Commercial Controls Scales 
embodying the necessary changes are designed to 
handle your requirements for all types of mailing. 
Get your order in NOW for delivery in December! 
The same accuracy, precision and convenience is 
built into these new scales that has characterized 
Commercial Controls Scales for many years. You 
can depend on these distinctive features to save 
you time and money. 

The new Model 970 Parcel Post Scale, 70 Ib. 
(illustrated above), in addition to showing changes 
in parcel post rates, includes third class, book rate 
and the new air parcel post computations. The new 
All Purpose Postal Scale, 30 Ib. capacity (same model 
design as illustration), includes computations on first 
class, air mail, third class, surface and air parcel post. 


NEW 1949 LETTER SCALES 
Model 100 
20 ozs. or 3 ibs. Capacities 


Shows new postage com- 
putations on first class, 
air mail, third class; also 
air and surface parcel 
post. 


Call Commercial Controls . . . listed in your tele- 
eon directory ... or write Commercial Controls, 
ept. OM-128 for further information. 


Metered Mail Systems © Letter and Parcel Post 
Scales © Letter Openers © Envelope Sealers 
Multipost Stamp Affixers ¢ Mailroom Equipment 

Endorsographs © Ticketograph Systems _ 
Automatic Stamp Vending Machines © Mail Bags 
Pak-Tyers ¢ Automatic Typewriters 


dmmercial 
ontrols 


coRPORATION 


Sales and Service Offices in Principal Cilies 


Rochester 2, New York Commercial Controls Canada Ltd., Toronto 1, Ontario 
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may encompass a geographical area or a nation. 
It can be international in its ramifications. 

Its value begins with the assumption that what 
the other man knows, does, thinks, is important to 
you. You may copy him, improve on his work, or 
reject it. Yet the knowledge of his action in- 
creases the value and the depth of your own. 

Your boss, for example, is interested not only 
in what you’ve discovered for yourself, but what 
you’ve gleaned from the thinking of others. When 
you undertake the solution of a problem, it’s your 
job to wade through a mass of information. Your 
final report may cover only paragraphs—yet it 
must enable its user to grasp at a glance what 
you’ve gathered, and condensed, in long hours. 

This is the penalty and the reward for research 
effort. Yet there is no sound substitute for this 
approach. In effect, you must be alive to infor- 
mation—slow to discard but quick to spot a glim- 
mering of truth. 

Research may begin in the reading of a man- 
agement periodical, of a book, in a discussion with 
a colleague. It may come from the lips of a 
speaker—a speech is a research report. It may 
begin when vou talk to others. 


Research in action 


Regardless of the medium of expression, re- 
search thrives on the familiar pattern of: 


1. Stating the problem. 

2. Analyzing the problem 

3. Collecting the facts. 

4. Interpreting the facts. 

5. Forming aconclusion. 

6. Testing the conclusion. 

7. Recording the conclusion. 

If you prefer fewer steps in the cycle, perhaps 
this pattern is more meaningful: 

1. Setting objectives. 

2. Planning. 

3. Organizing. 

4. Activating. 

5. Evaluating. 


The less complex research techniques include 
reading, listening, discussing—even asking ques- 
tions of one’s self. Broader mediums such as the 
preparing, answering, or summation of question- 
naires or check lists are also important. These 
mediums are only amplifications, short cuts or 
more exhaustive applications of the simplest ways 
of collecting information. Whether you question 
the validity of the premise that a desk is a source 
of information—or the report of the practices of 
a thousand companies as meaningful to your 
own—you are involved in the communication of 
office knowledge or intelligence. 

Office knowledge and intelligence—information 
—may combine to provide “a solution of a re 
curring difficulty.” They may comprise a “com- 
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a CELLULOID 


RELIABLE BUSINESS AIDS 


VISIBLE 
: CABINETS 
FIRE MASTER Sold only 
INSULATEO through 
FILES ; 
Sold only Franchise 
through 
Franchise 
Dealers 


— 
BESTLINE 
NON-INSULATED 
STEEL FILES 

Sold only 
through 
Franchise 

Dealers 


TUBE 
REFERENCE 


BOOK VISIBLE 
"VISIBLE — EQUIPMENT 
Metal or 


_ cloth covered 


STEEL 
SECTIONAL 
VISIBLE 


—— 


RECORDEX 
wooD VISIBLE 
SECTIONAL FOLDERS 


VISIBLE 


STENCILS 


AND Inks VYISECO 
PHOTO 


COPYING 
NEQUIPMENT 


TREASURE 
CHESTS 
FILING 
SYSTEMS 
AND 
SUPPLIES 


SORTERS 


VISECO 
DESK 
TRAYS 


MAK-UR-OWN 


INDEX TABS, 
INDEX SHEETS, 
SHIELD TABS 
AND HINGES 


For over 60 years the Victor Line of Quality has been out- 
standing in the field of office equipment and supplies. 
Complete information available at your local stationer. 


THE VICTOR _— & acs eguiaall o., a INC. 
North Tonawanda 
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x» WRITES SMOOTHER 
,° WRITES NEATER 

¢ STRONGER LEADS 


WE SHALL 

BE PLEASED 

TO QUOTE 
YOU. 
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TIME SAVING 
SALES MAKERS 


LETTERING GUIDES © 


Only C-Thru modern engineering oP sed 

methods turned the trick. So simple $900 
to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 6 Guides 

alphabet, signs and numbers on each guide. 


Sizes 1/8”, 3/16", 1/4”, 5/16", 3/8”, 9/2". 


‘inflammable plastic. ‘No pro- 
truding rivets or sharp points. 


A complete line of other quality 
drawing, ruling and computing devices. 
) 


SEND FOR FREE CATALOG 


RULERS + TRIANGLES - NAVIGATIONAL INSTRUMENTS - STENCILS - PROTRACTORS - OTHER DEVICES 


CTH filet Company 


HARTFORD, Cc ONN 
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RECORD-BREAKING 


OFFICE EQUIPMENT DISPLAY 


Stevens Hotel . . .Chicago 


*JANUARY 31—FEBRUARY | and 2 


OPERATION ECONOMY .. . that's the theme of the Tenth Annual 
Office Equipment Display. 


It's been a sell-out for the past four months. 


There will be 76 of the country's leading manufacturers—!1 new ones this 
en the latest developments in all types of office equipment and 
evices. 


At the same time, the Seventh Annual Seminar will be in session, sponsored 
by Office Management Association of Chicago and by Northwestern University. 


Upwards of 35,000 visitors are expected at this interesing an informative 
show. Admission by ticket only. Be sure to get yours early from your equip- 
ment supplier. 

* Executives Day 


S OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


| 


| 
| 
| 
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—_ _—$— coe 


| 
/ 
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105 W. Madison, Chicago 


RECORD 


Convenience, Efficiency. Economy with the 


NEW 2 °N 1 RING:BOOK" 


Easier to carry, easier to use—the new double-decked 2 'N | 
RING BOOK is the first really important improvement in loose 


leaf equipment in years! 


Perfectly adapted for all accounting, bookkeeping, and other 
record systems, the 2 'N | RING BOOK has found countless uses 
in offices, plants and large stores. It is especially popular with 
accountants, salesmen, plant managers—all who need a large bulk 


of records in easily portable compact forms! 


Get an adequate supply now, while our production is still keep- 


yet stocked the 2 'N | RING BOOK, write: 


1 Stes osicctnes  iy 
11 x 8l/, 3-ring, canvas-covered. 


Ring capacity up to 4”; standard 
ring-punching. 


Order through your 
stationer. 


WRITE FOR INFORMATION . NEW YORK 13, N.Y. 


* 
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ing pace with fast-growing demand! If your stationer hasn't 


*Patent Pending 


WOrth 2-6271 + BEekman 3-8979 
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mon language for performance and acceptability.” 
They may represent “the best current knowledge 
of a practice or an item designed to meet the 
necessities of current operations.” 

When this information meets the criteria perti- 
nent to three such desired end products in a com- 
pany, it may achieve the distinction of being 


j Y 0 U | * C be 7 A S E D called a “company standard.” It may win accept- 


ance as a “group standard,” a “national stand- 


S E R V | C E A a D VA L U E ard,” or an “international standard.” 
| 


For these end products have been described in 
terms of three widely accepted definitions of 
“office standards.” 


The standards approach 


Since June, 1946, there has been organized 
action toward the development of office standards 
on a national basis. This action is under the 
auspices of the American Standards Association 


C A R BO » PA Pp EF - S Be and the sponsorship of the National Office Man- | 


agement Association. Forty organizations repre- 


_ TYPEWRITER CARBON BILLING CARBONS senting the consumer, the manufacturer, the |. a 
;  FAN-FOLD CARBON PENCIL CARBONS distributor and general interest groups are | aa 

: , cooperating with NOMA in the venture. ES 

CARBON JACKETS REGISTER ROLLS Within NOMA, seven operating divisions are | —_ 

; ‘ at work. Each is concerned with one of the same | = 

| % K E D R | b, B 0 « S seven areas of the office we have discussed as a B-« 

me : source of information. Each of these groups is == 

TYPEWRITER RIBBONS TABULATING RIBBONS : tracing the seven tseps in the research pattern: -— 
Addressograph RIBBONS TIME STAMP RIBBONS stating and analyzing the problem: collecting and 


interpreting the facts; forming, testing and re- 
cording the conclusions. 
Their findings will funnel to the five ASA sub- 


HECTOGRAPH SU PPLIES committees for use in their efforts toward devel- 7 ~ 


oping standards. (Personnel, and physical and 
HECTOGRAPH CARBONS MASTER UNITS * physiological factors committees are yet to be | 
HECTOGRAPH RIBBONS DUPLICATING FLUID any | 


Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


Standards will be set when they meet at least 


ams peeps: CREAM CORRECTION PENCILS one of these requirements: | 


1. When they will result in important econo- 
mies. 

2. When they will simplify and clarify opera- 
tions. 

3. When they will safeguard persons and 
property from injury. | 

Standards are classified by the Canadian Stand- | 
ards Association as functional (to achieve fitness © 
of purpose) or dimensional (to achieve simplifi- 
cation, unification and interchangeability). The | 
first may involve terms, symbols, definitions, qual- 
ity, methods of tests, codes of practice, or meth- | 
ods. The second concerns elimination of duplica- | 
tion of effort, multiplicity of design and methods 


; ( ~ —— in production of similar articles. 
‘g o- Companies with standards are most inter- 
MFG. COR P -s ested in furthering national standards, according 
529 So. Franklin St. 401 Wood St. 270 Lafayette St. to R. E. Shull (Socony-Vacuum Oil Co., New 


Chicago 7, II!, Pittsburgh 22, Pa. New York 12, N. Y. York), Chairman of the ASA and NOMA Stand- | 
Factory: Coraopolis, Pa. : ards groups, because they have seen the benefits | { 
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Your local TAYLOR dealer will put this beauti- 
fully styled davenport and club chair, or any 
other TAYLOR chair model, in your office for 


trial. Write us for his name. 


FOR MARGINAL 
PUNCHED FORMS 


Continuous forms with 1” marginal holes have 
long presented an inadequately solved binding 
problem. Now, for the first time, these forms 
can be bound just as easily and economically as 
any other. 


With CESCO’S NEW “Thin-Post” Binder, addi- 
tional punching is no longer required; for its 1/g” 
posts accommodate the very holes used on the 
various — devices. The Dual-Loc Mechan- 
ism is part o 

unfailing and secure keyless operation. 


each binder, providing smooth, 


THE NEW "THIN-POST" BINDER WILL CUT 
YOUR PAPER COSTS, SAVE YOUR TIME, 
AND PROVIDE AN EFFICIENT AND NEATLY 
BOUND FILE FOR ALL CONTINUOUS FORMS. 
SEND FOR LITERATURE AND PRICE LIST TODAY! 


The C. E. SHEPPARD Co. 


PIONEERS IN VISIBLE RECORD-KEEPING EQUIPMENT 


44-11 2ist Street ne ee “— ¥. 


wane eS 7 AND YOU'LL WANT IT 


4809 


Luxurious COMFORTABLE © BEAUTIFULLY STYLED 
DAVENPORT ¢ Custom Built by TAYLOR 


72” of pillow-spring cushioning in the smartest modern styling. 


Finest construction. Genuine walnut and top grain leather. Match- 


ing Club Chair is No 4812. 


December, 1948 
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The‘Taylor Chair Company 
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KIL-KLATTER’S soft voice increases office 
efficiency; enables everyone in the office to 
get more work finished with less wear on 
the nerves. Made of resilient OZITE all hair 
felt, KIL-KLATTER absorbs sound and shock. 
Dent-proof top, skid-proof bottom. Fits all 
typewriters and many other office 
machines. 


AMERICAN HAIR & FELT COMPANY 
The Merchandise Mart, Chicago 54, Illinois 


AT YOUR STATIONER’S OR 


OFFICE SUPPLY DEALER 


and are aware of their limitations without 
standards. 

And companies are on the dynamic information 
level. The word “‘information” has been listed 
in the office inventories of these companies as 
“standards.” Standards are, indeed, usable and 
respected information. Here the office executive 


_ is truly a manager of information. 


Premise and conclusion 


Our premise held office information to be a 


source of control, future planning, and historical 


reference. We have reviewed this information 


_ as a simple tool and a complex standard. We have 


related it to the aims and abilities of the office 


’ employee and the office executives. We have in- 


spected it in terms of research techniques. 
Our conclusion: information is the greatest 


. resource of the office. 


Xerography 
(From page 33) 


tivity, or the ability of certain insulating mate 
rials to become electrically conductive when acted 
upon by light. The other is the triboelectric effect. 
or the electrical attraction which exists between 
two dissimilar materials in contact. 

A dry powder is used instead of ink as the 
printing medium. 

Inventor of the basic principles of the Xero- 
graphic process is Chester F. Carlson, a New 
York patent attorney. He licensed Battelle to 
develop the process. The Haloid Co. has acquired 
from Battelle the rights to use and license the 
process and is now sponsoring much of the 
research on Xerography being carried on at Bat- 
telle. The Department of the Army, Signal 
Corps, is also sponsoring continuing research on 


| the process. 


Battelle Memorial Institute is one of the coun 
try’s leading non-profit research foundations, em- 
ploy more than 1200 people and dedicated to the 


' furthering of industrial progress through scien- 


tific research. The Haloid Co. is the country’s 
second largest sensitizer of photocopy and photo- 


. graphic papers, and also makes photocopy ma 


chines. 
At the demonstration, laboratory equipment 


. was used to show the potentialities of the proc. 


ess. An experimental printing machine embody- 
ing the Xerographic idea and achieving a press 


_ speed of over a thousand web-feet per minute was 


also demonstrated. 

Aside from its office applications, the Xero- 
graphic principle will in time have its application 
to many other fields. 
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No. 399 — TRI-PLY 


No. 3900 — TRI-PLY ‘““WHISK’”’ 
with new style brush 


| 
| CENTER PLY — soft gray ink vac 


and type eraser 3 a” 
OUTER PLIES — red rubber, 


for erasing carbon smudges and pencil. 


WORLD’S QUALITY STANDARD 4 TYPISTS’ 


At Your Stationer — 
WELDON ROBERTS RUBBER COMPAN‘ it CLEAN 
Newark 7, New Jersey ERASING 


Faries Lamps are designed for beauty and maximum lighting 
efficiency, reducing eye-strain, worker-fatigue and costs. 
There’s a Faries model for all purposes . . . from the “top 
level” executive's desk to the stenographers, drafting room 
and factory. When you need better lighting, ask for Faries. 


THE 
PRESIDENT 
20250 


— 
y 
| P : | CTE P 
THE i 
THE THE CIRCLARC 
= j THE * DIRECTOR a 
GLIDER 20000 


20025 15000 ust 20200 


Sold by leading electrical dealers, stationers, department and furniture stores. 
Write for Catalog No. 48, describing more than 60 Faries Lamps and their uses. 


 FARIES MANUFACTURING COMPANY * Decatur, Illinois 


| Pioneers in Lighting Equipment. . . Since 1880 
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WANTS THE mumeome Teer 


* 


BEV-ETTE 


THE 


Personal 
Refrigerator 
FOR 
Office 
OR 
= Game Room 


Smartly styled and finished in executive 
brown to harmonize with the finest office or 
home furniture, the BEV-ETTE is a full size 3!/, 
cubic foot refrigerator. Ample ice cube 
capacity. Designed to accommodate stand- 


ing bottles, large or small, plenty of snacks, 
etc. Can Be Locked. 


Advertised Consumer Price 


$209.50 f.o.b. Lima 


WRITE FOR INFORMATION TODAY 


Artkhrafet ‘MANUFACTURING CORPORATION 


326 KIBBY STREET LIMA, OHIO, U.S.A. 


[_] Please send literature on the 


Artkraft* BEV-ETTE. 


NAME facicapeeaneae OF 
ADDRESS 


QUALITY PRODUCTS FOR OVER A QUARTER CENTURY 
* Trademark Reg. U.S. Pat. Off. 
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Chicago OMA Exhibit Set 

The tenth annual office equipment display to be spon- 
sored by the Office Management Association of Chicago at 
the Stevens Hotel, January 31st, February 1st and 2nd, will 
present the very latest developments in office machinery 
and devices. 

Exhibit space for this show has been sold out since Sep- 
tember. More than 38,000 square feet in the Stevens Ex- 
hibition Hall will be occupied. 

Business executives are expected to take unusual interest 
in the forthcoming show because of the trend toward greater 
efficiency at reduced cost. Indicative of this spirit is the 
theme of the Annual Seminar which is being presented con- 
currently with the show by the Office Management Associa- 
tion of Chicago and Northwestern University. The theme is 
“Operation Economy.” Outstanding authorities in the field of 
office supervision will discuss various ways in which econ- 
omy may be achieved. 

The program for the Seminar will include discussion on 
the following topics: 

“Today's Challenge to the Office Manager.” 

“Factors that Affect Profit.” 

“Can You Run Your Office by Observation?” 

“Are You Overstaffed?” 

“Human Relations and Their Effect on Office Economy.” 

“Effect of Office Economy on Labor Relations.” 

“Methods Analysis as a Factor in Cost Reduction.” 

“Odd Factors in Cost Reduction.” 

Monday, January 31st is reserved exclusively for execu- 
tives who wish to visit the office equipment display and 
study the opportunity to meet company needs. Admission is 
by ticket only. Tickets may be secured from equipment sup- 
pliers. 


IBM Promotes Lovell 

International Business Machines Corp. announced the 
recent appointment of Gordon P. Lovell as sales manager 
of its electric accounting machine division. He was pre- 
viously assistant to the IBM general sales manager. 

Mr. Lovell joined IBM in 1932 and has served in various 
sales and executive capacities at Newark, Syracuse, Chi- 
cago, Dayton and New York. He has won membership eight 
times in the company’s sales honor organization, the Hun- 
dred Percent Club. 


Nemes Now Regional Manager 
E. A. Bonneville, sales manager of the Unit Air Con- 

ditioner Division, Fedders-Quigan Corp., Buffalo, New York, 
announces the appointment of Ted Nemes as regional man- 
ager for the Eastern Pennsylvania, Southern New Jersey, 
Maryland, Delaware, West Virginia, Virginia, and Kentucky 
territories. 

Nemes was formerly associated with the York Corp., York, 
Pa. 


Mitchell to Direct Research 

Walter Michell, Jr., managing director of the Con- 
trollers Institute of America, has also been appointed re- 
search director of the Controllership Foundation, 1 East 42nd 
St., New York. 

The Foundation, which was organized three years ago 
under the sponsorship of the Institute, is a separate body 
with its own trustees and financing, devoted to impartial 
research in financial management and related subjects which 
affect the health and growth of American business. It re- 
cently completed a nationwide survey among stockholders, 
company employees, union leaders, financial analysts and 
trust officers which revealed a need for “streamlined” an- 
nual reports. 
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MODEL 37 
Leader in lever 


MODEL 95 


i i i MODEL 53 
Outstanding in MODEL 35 action machines. t 
multiple — move- Most popular in = —" dater 
ment machines. combined num- , 


bering and dat- 
ing machines. 


Roberts “BIX SIX” will answer prac- 
tically all of the numbering problems 
with which you are confronted. Now 


Foe a tae available for prompt delivery. 
or 


fw rice el -ROBERTS FOR NUMBERING 


ROBERTS NUMBERING MACHINE CO. rw 


of all standard 


701 JAMAICA AVENUE BROOKLYN 8, N. Y. Tombering ma 


6 


The Consoline 
_\ Presentation Books For... 
Quality + Price » Merchandising + Variety of Colors 


Consoline Presentation Books are perfect for sales campaigns. The plastic folders attrac- 
tively display and protect photos, ad reprints, price lists, testimonial letters, artwork, etc. 


¢ 
~ 


POPULAR 
STYLES 


LIST PRICES 
INCLUDE 
PLASTIC 
FOLDERS 


STANDARD $3.90 DeLUXE $4.50 MEXICANA $9.00 


See the Consoline Catalog for other styles. Catalog upon request 
ORDER SAMPLE BOOKS NOW ON A MONEY-BACK GUARANTEE! 


536 PEARL STREET COrtland 7-9688 NEW YORK7,N. Y. 


CONSOLIDATED LOOSE LEAF INE. 
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GENERALS 


means 
increased 


Pencil value 


Eliminate office waste and lost 
time caused by ineflicient pen- 
cils. Start your savings today— 
order General’s Pencils. 


SEMI-HEX OFFICE PENCIL 
5 degrees No. 1-2-2 2/4- 3 and 4 


SEMI-HEX THIN COLORED 
Insoluble Crayon, 14 brilliant colors 


KIMBERLY DRAWING PENCIL 


22 degrees 6B to 9H-Extra B for 
layout and Tracing 1-2-3-4 


KIMBERLY THIN COLORED 
(Hex and Round) 


Indelible Crayon, 27 popular colors 


SUPER-DUPLICATING PENCIL 


Purple (in soft and medium) also , 
red, blue, green, yellow, heliotrope | 


034 SOLL v's'n -XHH-INAS 7979)-09WOD S.1KUANTD 


Waters of “nee “Reveche aceece (LPG 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET+-+- JERSEY CITY 6,N. J 


_ Willett Speaks at OEA Meeting 
Ken B. Willett, vice-president, Hardware Mutuals, 
president of the National Office Management Association, 
spoke at the monthly meeting of the Office Executives Asso- 
ciation of New York at the Belmont Plaza Hotel recently. 

He told his listeners that in their recommendations to top 
management for equipment and machine replacements, they 
would have to employ the same firm approach used by fac- 
tory management in gaining its production tools. 

“Top management is too inclined to say ‘yes’ to the factory 
production manager when he wants a new lathe, or drill 
press, and ‘no’ to the office production manager (the office 
manager) when it is suggested worn-out and badly battered 
typewriters, adding machines, and other vital office produc- 
tion tools be replaced,” said Mr. Willett, 

H. B. Harrison, Kenneth H. Ripnen Co., chairman of the 
chapter’s membership committeé, reported that membership 
in the association now stood at 576. R. L. Forster, Ebasco 
Services, president of the chapter, presided at the meeting. 


New York Filing Association Meets 
The November meeting of the Filing Association of 


| New York was held at the Hotei New Yorker. 


Safety was theme of the program, and the Remington- 
Rand film, Million Dollars A Day, was shown. It graphically 
pictured the hazards of fire to unprotected business records. 

A panel on office safety practices followed the showing. 


File Executives Meet 
The November meeting of The File Executives’ Asso- 


| ciation of Philadelphia was held at a six o’clock dinner at 


} 
| 


OFFICE MANAGEMENT AND EQUIPMENT 


Raymond’s Restaurant, followed by a tour of the filing de- 
partment of the York Corp, 1238 North 44th Street. Miss 
Belle Rudolph, president of the FEA of Philadelphia is file 
supervisor of the York Corp. 


News From the McBee Company 

The McBee Co. has acquired a new plant in its home 
city of Athens, Ohio, according to an announcement by D. R. 
Zenner, president. It will be known as Athens Plant No. 2. 
At the same time the appointment of Harry Begg as plant 
manager of the new unit was announced. 


Harry Begg 


The new plant occupies the building formerly used by the 
Ohio Packing Co. Extensive alterations are under way to 
adapt it to McBee needs. Plant No. 2 will be devoted mainly 
to printing. Special equipment is now under construction 
and company officials hope that the plant can be in operation 
the early part of next year. 

Mr. Begg joined McBee in 1930, coming directly to the 
company from his native Scotland. His first assignments 
were costs and estimating. For many years he was purchasing 
agent for McBee, occupying that position until he was named 
assistant plant manager of the main factory in March, 1947. 
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STEEL TRANSFER 
CASES... 


...Can be “Stacked” 
and used as a file 


Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASA FILE. In- 
terlocking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 
for years. High gloss 
olive green baked enam- 
el finish. 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size ........ 12'/e x 10% x 24 | With or without rollers 
No. 6 Legal Size ........ 15g x 10% x 24 | With or without rollers 
No. I! Voucher Size...... B'/2 x 5% x 24 3 On Guides Only 
No. 12 Invoice Size ...... 10 x 8 x24 3 On Guides Only 
No. 14 Check Size ....... 9 x 3% x24 3 On Guides Only 


No. 58 Letter Base 
No. 6B Legal Base 


Write for Literature 
on other sizes 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 


sé 
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EVERY DAY... 
A NEW NEED FOR 


Dennison 


~ 


~\ Day after day, modern office procedure 
= calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 


Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels 
seals and other paper specialties—all designed to 
save time and eliminate errors. 

Dennison Goods are on sale at stationery counters 


everywhere. 


Dennison 


Essential Stationery Supplies 
for HOME, SCHOOL and OFFICE 
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Efficient. sanitary, attractive 
. . . and costs only $1.50. 


Moistening of fingers, stamps, envelopes, or labels 1s 
much easier, faster, and cleaner for your office force 
with Sengbusch’s new Sanitouch Moistener. It is 
also just the thing for Cashiers and Bank Tellers when 
they handle money. 


But the Sanitouch Moistener is more than just 
practical. Made from lustrous two-tone plastic, it’s 
good-looking, too. 


Other features: Weighted base gives stablity that 
guards against upsets and splashing. Moistening ball 
seals opening and keeps the water clean and fresh. 
Simple quarter-turn removes top for easy refilling. 
There are no parts to wear out or break. Size is 3% 
inches by 2% inches. 


Safeguard the health of your employees—add to 
their convenience and efficiency. Equip your offices 


with the new Sanitouch Moistener. Write for circular 
M-1. 


SELF-CLOSING INKSTAND CO. 


1128 Sengbusch Building Milwaukee 5, Wisconsin 
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TSA Dinner Meeting 

The Transcription Supervisors’ Association held their 
November dinner meeting at Whyte’s Restaurant, 146 Fulton 
Street, New York. 

The speaker, Miss Esther Becker of the Forstmann Woolen 
Co., addressed the meeting on “Stepping Up Effectiveness of 
Office Supervision.” 

Miss Becker is secretary and research assistant to Glenn L. 


| Gardiner, vice-president of the Forstmann Woolen Co., and 
| president of the New Jersey State Chamber of Commerce. 


Her book, “Secretaries Who Succeed,” has been used as a 
basis for special training programs by more than one hun- 
dred companies in the United States. 

A citation from the American Heart Association was pre- 
sented to the TSA by Mrs. Vera W. Schmidt, director of 
District 9 of New York State B.P.W. 


Visirecord Opens Washington Office 

Visirecord, Inc., manufacturers of visible record prod- 
ucts, 32-36 47th Ave., Long Island City, N. Y., have opened 
a representative office at 1025 Connecticut Ave., Washing- 


| ton, D. C., and have named Joseph J. Osborn as manager 


In making this appointment, Herbert Weston, president 
of the company, stated that Mr. Osborn has been associated 
with governmental agencies for more than six years, and that 
his background of management engineering will prove of 
great assistance in simplifying operations and expediting 
processes for those agencies. 


Publishes News on Vari-Typers 

The Vari-Typer Anvil, an eight-page brochure, is pub- 
lished quarterly by the Ralph C. Coxhead Corp., 333 Avenue 
of the Americas, New York, manufacturers of the office com- 


| posing machines. 


A well-planned and written booklet, it is devoted to new 
uses and developments of the machines, new type faces, 
stories on the history of printing, and the welfare of those 
who own or use the Vari-Typers. 


New Managers Named 


Pitney-Bowes, Inc., manufacturers of postage meters 
and mailing machines, Stamford, Conn., have announced the 
appointments of three new branch managers. Blynn B. Beck 
assumes managership of the company’s western sales and 


| service region with headquarters in San Francisco, succeed- 
| ing Harold L. Simon, who becomes manager of the Miami 


branch. Bernard J. Mayer takes over the Minneapolis 
branch, formerly headed by Mr. Beck. Mr. Simon’s new post 
was held by S. A. Dwyer, who resigned. 


McCammon Returns to Victor 

Victor Adding Machine Co., 3900 North Rockwell St., 
Chicago, has announced the appointment of Harold L. Mc- 
Cammon as manager of a new Indianapolis direct sales office. 
In addition to this new sales office, Victor distributes through 
21 direct factory branches in key U. S. cities and more than 
350 dealers in this country. 


Except for the period between 1945 and 1947, when he was 


| sales manager for another company, Mr. McCammon has 
| been associated with Victor since 1942. Just prior to taking 


over this new position he was a salesman for the Chicago 
branch. During his association with Victor, he also served 


| in various supervisory capacities in the purchasing depart- 


ment; as assistant works manager; and as factory shift super- 
intendent. 
Indianapolis was selected as the location for the new direct 


_ sales office on the basis of this city’s importance as a trading 

| area with large population and high effective buying income 
per capita. The Indianapolis direct sales office maintains a 

Service Department with factory-trained servicemen. 
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has been the choice 


CEA We 
GpeFU erst) Be 


HE ROSENTHAL CO., New York City, U.S. A. ar 
Also Goodyear Brand Rubber and Soap Erasersil 


office efficiency 
with \3 


DUPLISTICKERS 


for better and faster addressing—filing—shipping 


Nothing can compare with Duplistickers for 


“-\ LOCKERETTE 


—Combines the best 
features of both lock- 
ers and coat racks. 
Wraps are exposed to air 
and light. Employees do 


not face the weather in 
damp wraps that have 


person has his own 
spaced coat hanger, ven- 
tilated hat shelf and 12” 
x 12” x 15” deep lock 
box for lunches, tools 
and personal effects. 


Lockerettes save space 

More saleable because they keep too ... the No. 6-12 

wraps “in press.” (2 - column) accommo- 

dates 12 people in 6 feet; 

Improves health and morale—lower the No. 9-18 (illustrated) 

absenteeism. a 18 in 9 
eet. 


Write for Bulletin A4 


a 


VOGEL-PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


been crumpled in dark ° ‘ > 
‘| lockers—do not eat sogey multiple labeling jobs. Gummed, perforated 
| lunches, soaked by_wet . . ° ° 
. > “ae,” Sak label sheets slip into typewriter like letter- 


heads. Up to 4 carbon copies in one operation. 
No fussing with labels that tangle, curl, spill 
and soil. Order today through your supplier. 
If jobber can’t supply your demands, write us 
direct giving his name. 


Choice of 5 “keying"’ colors 


5 letter-size sheets per pkge. 
a total of 825 (21/." x 1”) 


stickers only 50c 
“The Name to Stick With" 


EUREKA SPECIALTY PRINTING COMPANY 
STATIONERY DIVISION DEPT OF 
Scranton, Pennsylvania 
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' AMA Elects Rice Secretary 
bt AL Vy ALU ES James O. Rice has been elected secretary of the Am- 
R IN METAL CHAIRS | | erican Management Association, organization of 12,000 
e 0 R company and individual executives who are interested in 
Y 0 U ay 0 F F | C a the practical solution of current management problems. 
Now S & N can deliver immediately any ' These include personnel and industrial relations, marketing, 
type of steel chair you may need 


THE IDEAL CHAIR FOR FATIGUE-FREE COM.- 


FORT FOR THE GIRLS 
| ALL ROUND OFFICE USE Form-shaped back and soft 


spring-cushion seat give 
maximum comfort. 


Tubular’ steel _con- 
26.50 


| struction 
| 
It's a chair with a lot of style. FREE TRIAL OFFER 
yet it can withstand brutal treat- We're so sure you'll 
ment and continue to look good. like ‘em, you can have 
It has all welded steel construc- any of one of our 
‘ tion for strength .. . foam rubber steel chairs on two 
back and spring cushion seat for weeks’ free trial. Just 
ay only $36.00 Phone, FInancial 6- 
2233. 
See Us in Booths 100-101, OFFICE 
Fabian Bachract 
EQUIPMENT DISPLAY STEVENS HOTEL, CHICAGO Mee ee 


James O. Rice 


SPAK & NATOVICH, INC. 
-DDéwtregfie ernellive and ynoiilinena suc 1924 finance, administration, and bread exchange of information 
UY oO and experience through conferences, publications, and re- 
search, 
Mr. Rice was formerly editor and assistant secretary of 
| AMA, 


30 S. WELLS STREET CHICAGO 6, ILLINOIS 


AMA Issues Pamphlets Or Labor-Management 


The association, with headquarters at 330 West 42nd 
, St., New York, has issued four pamphlets discussing methods 
' and techniques of improving labor-management communica- 
tion through employee opinion polls, employee publications, 
motion pictures, devices for management-worker coopera- 
tion, and employee education in company economics. 

“Checking the Effectiveness of Employee Communication” 
(Personnel Series No. 108, $1) includes a chapter on em- 
ployee desires and information by Edward T. Cheyfitz, assist- 
| ant to the president, Motion Picture Association of America, 

Inc., and a former officer of the CIO. “Strengthening Man- 

agement’s Channels of Communication,” (Personnel Series 

No. 116, $1) includes an outline of General Electric’s new 
' program in economic education for employees by L. R. Boul- 
ware, employee relations vice-president. 

The third pamphlet, “Influencing and Measuring Employee 
Attitudes” (Personnel Series No. 113, $1), presents discus- 
sions by Clark W. King, vice-president, Allegheny Ludlum 
Steel Corp., and others. “Attitudes and Morale of Office 
Workers” (Office Management Series No. 118, 50 cents), 
fourth in this series, includes information on surveying em- 
| ployee attitudes by Claude V. McBroom, director of person- 
| nel, Meredith Publishing Co., handling and preventing griev- 
ances by Parker C. Williams, industrial relations director, 
| White Motor Co., and economics for the worker by William 
| J. Reilly, director, National Institute for Straight Thinking. 


We take this opportunity 


fo conbepy to the trade our 
sincere appreciation for their 
patronage and to wish them a 
Merry Christmas anda Happy 
and Prosperous Mew DYear. 


M. G. West Co. Office Re-opened 

The M. G. West Co., 117 Front St., San Francisco, 
| office furniture, filing equipment, and office planning, have 
re-opened their Sacramento office on the lobby floor of 
the Hotel Sacramento. The office is under the management 
| of William P. Hoy. 
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ACE BUILDS THE... 
Norldli neil 


Ace has always built but one kind of stapling equipment . . 
the best. Users, the world over, are well aware of this fact. 
Every machine and every staple is produced with a degree 
of skill and watch-like precision unapproached in the 
stapling industry. This fine workmanship, plus the best 
materials obtainable, give to Ace Staplers those smooth, 
efficient reliable operating qualities so greatly appreciated 
by all who use them. 


has 9,999,999.99 
capacity 


eB ee es 


> 
s~q\» 


nte| 


With two color 
ribbon 


And 
visible adding 
dials py 
ACE SCOUT i 
A durable, long- 
life stapler. 
Staples, pins and 
tacks. Guaranteed 
for five years. 


ACE CLIPPER 
One of ACE’S finest 6% pound 


ACELINER X 
pick up 


Most beautiful and effi- models, Light weight, portability 

cient stapler ever built. easy action. Precision 

It staples, pins, tacks engineered from finest | Zipper 
and hand fastens. steel. \ carrying case 


| 
| 
| 


WORLDS 
a 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 


Great Barrington, Massachusetts 


KEEPS PERSONAL —_ 
SAFE, HANDY! 2 


BECK GELATIN ROLLS 
WEAR LONGER 


All These 
CONVENIENT 
SAFE-KEEPING 
Features! 

@ Secret Chamber 

@ 2 Locks—2 Keys 
e 20 File Folders 

e@ 5 Storage Envelopes 


8 Swivel Front 
@ All Metal 


West of Rockles 


$ 95 Complete 
Slightly Higher 


For Your 
mi tage weet ™ | You can count on tong, excellent service from 
oose Maso's “Bankette"! 

high quality BECK gelatin rolls, Matured and 
For safekeeping your valuables, per- 
sonal papers, keepsakes, tax and other seasoned, BECK gelatin rolls are mounted on 
records, you can't beat Maso’s “Bank- 
ette”. Fire resistant, water repellent, spindles to fit any size and make of duplicator. 
the “Bankette” is a full 13” x 12” x 
5%” deep. Quality built for lasting They are made in amber and white composition 
service. Secret chamber with separate 
lock, 1%” deep. Swivel front opens a on cloth or fibre backing. 


full 3”. Easy to file. Ample room for 


1 everything. Your choice of beautiful 
Lightweight, Pertebie! baked enamel, Hammerloid finish, Green 


strong steel handle. Take sel leat See your local Statloner 


anyplace. So handy, ©om- ®ppER FROM YOUR STATIONER 


BECK DUPLICATOR CORP. 
MASO STEEL PRODUCTS 464 W. Superior Street 18 W. 18th Street 


500-32 S. THROOP ST. CHICAGO 7, ILLINOIS | Chicago 10, Illinois © New York 11, New York 
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W. C. LEUTE 


COMMERCIAL LEATHER GOODS 
54 DEY STREET 


Canvas & Leather 


$215 


Heavy Duty Bag for Mail, 
Securities and General 
Messenger Use 


$224 
BE DO sic e o's win price $19.50 
OP aad 64s Be ve = 21.50 
Bela hideawbes 23.00 
re ee 25.00 
ee re e 27.00 
_ REET re 29.50 
a ae “ — - g2.50 Special Sizes Made to Order 


The above are subject to a 20% Federal excise tax. 


accountants’ cases and salesmen’s sample cases. 


WE INVITE YOUR INQUIRIES 


NEW YORK 7, N. Y. 
All Leather Mail- 


Mailbag 2215 bag 4214 
Price 

re $10.00 SORSO. 640 

|} 11.50 Ct ne 
pe 13.00 | ae 20.00 
i) 15.00 2) re 22.50 
3!) 17.50 oo 2 
SGzis...... 19.50 $0n18....6.. 29.50 


We also 


make messenger wallets, money bags, brief cases, zipper cases, 


& 
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= ‘ 


ah 
. 


“ay 
ba loos 
P s RY STEMEIES 


El Be 
‘STAChy 


~—% 
me 


t = 


ms aet ie ei rue 


When products are well made . . . with 
the best materials . . . they can’t help but 
perform better. That's why Heyer Sten- 
cils and 'nks turn out better work with 
consistently higher quality. 


Stencils of Heyer’s famous cellulose for- 
mula and Heyer Inks in rich black or 
seven brilliant colors are correctly made 
to meet the requirements of your dupli- 
cating machine, regardless of make. 


Clearoscope, Lettering Guides, Styli and 
over 60 other supplies and accessories. 


Write for Complete Catalog 
Offered by Leading Dealers Everywhere 


1848 South Kostner Avenue * Chicago 23, U.S.A. 


IASA's 1949 Conference 
At Edgewater Beach Hotel, Chicago, recently the In- 
surance Accounting & Statistical Association’s board of di- 


rectors and committee members met to formulate plans for. 


the 1949 international conference to be held at that hotel 


May 19th-21st. 


Program details are being arranged by G. L. Bannister, 
Pacific Mutual Life Insurance Co., and George H. Hamilton, 
Phoenix Mutual Life Insurance Co., for the Life Section; 


| Carroll E. Butler, Security Fire Insurance Co., and W. H. 
| Crawford, Loyalty Group, for the Fire Section; and John 


Stuart, Employers Casualty Co., and J. A. Mills, Lumbermen’s 


| Mutual Casualty Co., for the Casualty Section, including 
- accident and health business. K. M. Hills, American Mutual 


Liability Insurance Co., of Boston, is public relations director 


| for LASA. 


| Hill Promoted to Director 


Appointment of Clarkson Hill as director, accounting 
and cost planning for the glass division of Pittsburgh Plate 
Glass Co., Pittsburgh, has been announced by C. R. Fay, 
comptroller. 

During the past two years, Mr. Hill has served as chief 
cost accountant for the firm. A certified public accountant, 
he was commissioned as a Commander in the U. S. Navy’s 
supply corps during the war years. 

Mr. Hill is a director of the National Association of Cost 
Accountants and a member of the American Institute of 


Accountants. 


AMA to Hold Seminar 


A private five-day seminar on the organization and 
technique of standardization work, particularly in individual 
companies, will be held from January 24th through 28th, 
at the Engineering Societies Building, 29 West 39th St., New 
York, by Dr. John Gaillard. He is mechanical engineer on 
the staff of the American Standards Association and lecturer 
in industrial standardization at Columbia University. 

The seminar will consist of ten conferences, two being 
held every day, at 9:30 a.m. and 2:00 pm. At each con- 
ference Dr. Gaillard will present a lecture which will be 
followed by round-table discussion of questions of special 
interest to those attending. 

Previous seminars of this kind held in 1947 and 1948 were 
attended by representatives of industrial concerns, the 
Armed Services, a prominent engineering college, and two 
foreign national standards bodies. 

For details concerning registration, write Dr. Gaillard at 
his home address, 400 West 118th St., New York, or phone 
him at ASA headquarters. 


Linoleum Desk Patterns Developed 
Years of research and development by the Armstrong 
Cork Co.’s Industrial Division have resulted in two new 
patterns of desk top linoleum designed to meet the grow- 
ing demand for a surfacing material that has a high light 
reflectance. Both of the new Armstrong patterns have 
reflectance of around 35% which is in keeping with the 
present demand for good seeing conditions for optimum office 
employee performance. 
The new patterns provide less contrast as a background 
for paper work than the darker desk tops now in use. This 


| lessening of the contrast between desk top and paper re- 


duces eyestrain to a marked degree. Two new colors in a 
Jaspe design are offered; one, Blond Tan, is a light tan 
material which is well suited to the new blond finishes in 


wood desks. The other, Mist Green, is an entirely new gray- 
| green Jaspe designed for use with the gray finishes that 
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predominate in modern metal desks. Both patterns will be 
shipped with a factory applied lacquer finish. 
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PITTSBURGH CUT WIRE CO. 


1112-20 Galveston Ave., Pittsburgh 12, Pa. 


j 
| Opieina DHNER 


Sturdy: Low-priced: Weight 12 lbs. 
. Easy to learn: New back transfer device | 
i} speeds up calculations ' 


ASK FOR BULLETIN SO-123 


‘Odin 


ADDING MACHINES 


@ Automatic total and non-add key 

@ Automatic subtract key 

®@ Repeat and multiply key 

© Credit balance @ Electric @ Quiet 


ASK FOR BULLETIN SO-125 
SOLE DISTRIBUTORS FOR U.S.A. 


IVAN SORVALL, INC. 


j 


bi 


210 FIFTH AVE., NEW YORK 10, N. Y. 
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INFORMATION 
FOR 
SUBSCRIBERS 


The Subscriber’s 
Information De- 
partment to supply 
you with any infor- 
mation you require 
regarding the 
source of supply of 
any office equip- 
ment, systems, 
services or supplies. 
Write us whenever 
you are interested 
in learning the 
source of any par- 
ticular office serv- 
ice, article or brand 
name and we will 
endeavor to 
promptly advise 
you where it can 
be located. 


OFFICE 
MANAGEMENT 
AND 
EQUIPMENT 


260 Fifth Avenue 
New York 1, N. Y. 
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CLAR-O-T¥PE 


cans Business ! 


+++ because Neat | 


€tters Cc a 
€ncour Teate poodw;; : 
iting Sales. CLaR-o-Typr ea nt 

, S 
Melee ty Pe~makes ans " ull, 
flam gp Quick — thorough sane 
Mable. The 3 — non-in. 
hi Sturdy dauber 
| 


THE CLAROTYPE CO., INC. 
261 Broadway, New York 7 


|| 
DP -%, 


7 28 4 yh 


WE extend a Christmas Greeting 
to all of our customers, who have 
proven the excellence of NOBEMA 
ARTISTS’ COLORS, DRAFTING 
INSTRUMENTS and SUPPLIES 
through their continued pur- 
chases. 


We will uphold this prestige built 
on efficient service, quality pro- 
ducts and satisfaction to you in 
the years to come. 


”, Y 
ea 


3 _- 
“7 ts ane 


d 
NOBEMA PRODUCTS |} 
CORP. 


141 (G) Greene Street 
New York 12, N. Y. 


es 


TIME TESTED PRODUCTS 
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Complete New Line 
of Service and 


FULTON DATERS AND 
NUMBERERS 


High Grade Rubber —- deeply moulded to give 
clearer impressions 


Prompt Shipments 


NEW — CLEARER PRINTING 
¢40 PICA DATES and {$42 
LONG PRIMER DATES 


STAMP PADS and INKS that give you best results. 
DRI-KWIK — FULTON — WOOD BLOCK PADS 
AND INKS, 


INKS for ALL markings (submit sample of material 
for faster service.) 


Write for Catalog Today 


yo SPECIALTY COMPANY 


Factory and Showroom: 82 Fulton St., Elizabeth 1, N. J. 


SIGNALS 
and 
MAPTACKS 


GEORGE B. GRAFF CO. CAMBRIDGE 40, MASS. 


| WANT-AD OPPORTUNITIES 


| Rates are 10c a word. Minimum charge $2.00, Pay- | 
able in advance. Address replies to all Box Number || 
ads c/o OFFICE MANAGEMENT & EQUIPMENT, 
260 Fifth Ave., N. Y. 1, N. Y. 


Employment Service 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (38 years recognized standing and 
reputation). The procedure of highest ethical sta undards, is individualized 
to your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected. 
Write for particulars. R. W. Bixby, Inc., 292 Dunn Bldg., Buffalo 2, 
New York. 


Positions W anted—Male 


NO FORMAL LABEL but can make excellent administrative assistant. 
Experienced as analyst. Have know-how with figures, can read between 
the lines. Like details a consider them important. Here is that right 
hand man for you. OM-3 


SALES MANAGER OPEN for new connection January 1949. Over : 20 
years selling experience, accounting, calculating and communications equip- 
ment and systems Excellent record and references. Prefer Eastern 
U. S. Will consider any proposition with good pre spects. OM-40, 


EDITOR. WRITER AND RESEARCH MAN, Columbia University 
Graduate with Master of Arts Degree, seeks temporary assignment or 
rermanent connection with business organization to handle any type of 
research, writing, or editing, including preparation of office manuals, em- 
ployee training material, and house organs. Can refer to long list of 
satisfied clients. OM-36 


SALES EXECUTIVE. 12 years of successful selling experience in 
Continuous and Snapout forms field. Well versed in Methods and Pro. 
cedures work. Familiar with most office machines and systems. Ex- 
perienced in sales training and management. Seeking firm connection 
with established manufacturer of Osta forms or office equipment 
on salary and bonus basis. OM-3 


Positions W anted—Female 


EXECUTIVE ASSISTAN T—possessed of initiative, poise, common sense 
and resourcefulness. Comprehensive knowledge of mechanical and elec- 
trical engineering, blue prints, manufacturing, organization, office manage- 
ment and all phases of purchasing procedures. Al buyer, big scale. Ex- 
tensive National contacts. Ability to negotiate with executives in a digni- 
fied manner. Capable of responsible supervision with the “know how” to 
get things accomplished. Could be valuable right hand to busy executive 
Interested in a permanent post with a aie company. Available 
immediately. Starting salary $3,900. OM-3 


Representation Wanted 


MANUFACTURER’S REPRESENTATIVES W Aure> who are inter- 
ested in selling a complete line of metal, masonite, and formica typewriter 
tables. A beautiful line. Old established line which has recently been 
reorganized. Good commission rate. Many territories open. Contact Mr 
Fr. W. McWilliams, 10700 Berea Road, Cleveland, Ohio. 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 
AMES SAFETY ENVELOPE COMPANY 
SOMERVILLE, MASSACHUSETTS 


BUY 
CHRISTMAS SEALS 
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VISIBLE EQUIPMENT SPECIALISTS 


We can supply excellent, reconditioned visible equipment. 
Also supplies for all makes. 


ACME * GLOBE-WERNICKE * Y&E * 
KARDEX * RAND * INTERNATIONAL 


| Also all types of vertical filing equipment, including fire- 
proof files, safes, Ledger trays, etc., new and used. 


All equipment fully guaranteed. 


Write for Prices 


| Heineman Office Equipment Co. 
| 4.N. 8th Street St. Louis 1, Mo. 
Phone: Central 6282 


the original and still the best! 


| BINDER CLIPS 
Ani! 


° 3 Sizes: %", 1Y2"", 2" 


In demand — because they are strongly 

i made, long lasting, economical to use. 

] L.E.B. Binder Clips are precision made 

' of rustproof tempered spring steel. 
Nickel-plated removable handles. 

Order now for volume sales and turnover. 


- CUSHMAN & DENISON MFG. CO. 
| 135 West 23rd Street, New York 11, N. Y. 


TRAVEL EXPENSE 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


Beach's 
“Common Sense” 
Expense Books 


are best for keeping such records. 


for samples and prices. 


Beach Publishing Co. 


Detroit 2 


Get them from your stationer or write us 


Mich, 


| NATIONAL Fesauany 
| HEART 1949 


WEEK 


Open Your Heart 
Give 
Fight Heart Disease 


American Heart Association 
1225 Broadway. New York 19, N. Y. 


December, 1948 


Slee A. Z 
TWO DRAWER LETTER 
FILE ON BASE 
The Build-Up Unit 
16" Deep, 30'/2" High 


Electrically welded throughout. 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 
ART STEEL SALES CORP., 


300 East 145th Street, New York 51, N. Y. 


FUTURA GREY 


FOLDING CHAIRS 


Many Styles — Wood or Steel 


Also non-folding chairs, tablet 
armchairs, folding tables. 


PROMPT SHIPMENT 
4d : 


When Inquiring 


ADIRONDACK 
CHAIR CO. 


Dept. 1 
1140 Broadway 
New York 1, N. Y. 


FOR FAST, ACCU- 
RATE TYPING OF 
BOTTOM LINE IN- 
DEX ON ALL VIS- 
IBLE CARDS 


10 CARD SIZES 
$1.45 to $1.75 


Ask Your Visible 
Systems Supplier 


or write to 


PALLEY MFG. CO. 
69 Mechanic St. 
Worcester, Mass. 


FROM STOCK 
Specify Requirements 
Controlled Front Feed Stop 
Gives Precision Alignment 


Remington Rand Visible File — solidly built 
of wood. Reconditioned (good as new) olive 
green. 15 drawers. Capacity 1,020 cards. 
Complete with 5 x 8 card holders. 


ALSO OTHER SIZES WOOD KARDEX, 
STEEL KARDEX, AND OTHER MAKES 


World’s Largest Dealers in Guaranteed, 
Rebuilt Visible Equipment. 


UNIVERSA 


“The House that Confidence Built” 


OFFICE EQUIPMENT CO., INC. 
7 Waverly Pl., New York 3, N. Y. 
GR-3-3741 


Cost $130.65 
new 
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Nothing is more irritating than a balky caster that 
sticks and scrapes every time you move your chair. For- 
Bassick 


. specifically designed to 


tunately the cure is simple — and permanent 


“Diamond-Arrow'’ casters . . 


swivel easily, roll smoothly, and give long, trouble-free 
service. 
You'll do yourself a favor to equip your chairs with 


Bassick ** 


chair manufacturers . . 


Diamond-Arrows”’ . the choice of quality 


. because: 


@ their FULL-FLOATING ball-bearing swivels have an exclusive 
double action that makes them swivel s-m-o-o-t-h-l-y and silently. 


@ their great structural strength and low over-all height means maxi- 
mum durability. 


@ their wheels have self-lubricating bearings . . . no squeaks for life! 


@ they are offered in two types of wheels . . . “BACO” resilient 
rubber tread for protection to floors ...‘‘ATLASITE” tread of durable 
phenolic for top service on rugs and carpets. 

Ask vour dealer for * 


Diamond -Arrow’"’ 


casters . . . specify them on your next 


THE BASSICK COMPANY, 
Bridgeport 2, Conn. 


new chairs. 
Division of Stewart 


Warner Corporation, 


Canadian Division: 


ew ay 
Se | 
Stewart-Warner-Alemite Corporation, Ltd., < 
Belleville, Ont. 


iCK | 
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A 
Acco Products, Inc.. 
Ace Fastener Corp.. 
Adirondack Chair Co. 
All-Steel Equipment, Inc... 


| American Hair & Felt Co.. 


Ames Safety Envelope Co.. 
Artkraft Mfg. Corp... . 

Art Steel Sales Corp. 
Autocopy, Inc...... 


Bassick Co..... 
Beach Publishing Co. 
Beck Duplicator Corp. 
Boorum & Pease 
Browne-Morse Co. 


Cc 


| Clarotype Co., The..... 


| Codo Mfg. Corp 
Cole Steel Equipment Co., 
3 


| Dazor Mfg. Corp. 


Inc... 


Corty- Jamestown Mfg. 
SRS 

C-Thru Ruler Co.......... 

Cushman & Denison Co... . 


D 


Dennison Mfg. Co. 
See 


| Eastman Kodak Co....... 
| Eureka Gansceipitied Printing 
Co. 


Faber Penci: Co., Eberhard 
Faries Mfg. Co.. 


_ Fulton Speciaity Co........ 


G 


General Electric Co........ 
General — «ae 
General Penci: Co.. 

Globe-Wernicke Co., 
Graff Cc., George B...... 


Gray Mfc. Co., The.. 


H 


Hanson Scale Co.... 

Heineman Office — 
ment Co.... 

Heyer Corp., ‘The.. 


1 


| International Business Ma- 


chines Corp. 


| International “Mf. Co... 


' 


| 


Invincible Metal Furniture 


Kole I-Noor Pencil Co., Inc. 


L 


| Leute, W. C. 
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M 
Manifold Supplies, Co..... 12 
Maso Steel Products...... 91 
Mittag & Volger, Inc....... 8 
Moore Business Forms, Inc. 
2nd cover 
Mosler Safe Co., The... .. 65 
N 
National Pencil Co........ 78 


Nobema Products Corp.... 93 


0 
Office Management Associ- 
ation of Chicago........ 79 
Office a o & 
Equipment. . s+ 0 
A I ee et 67 
r 
Palley Mfg. Co.. 95 
Pittsburgh Cut Wire Co.. 93 
Pronto File Corp........ 43, 44 
R 
Ribbonwriter Corp. of 
a ere 75 


GO GES. wives sacwaese 85 
— Rubber Co., Wel- 

Siete sesame Sarg aks 83 
seal eg SUS oo vcs 89 
S$ 

Security Steel Equipment 
a rr er 3rd cover 
Senaieneith Self-Closing 
Inkstand Co............ 
Sheppard Co.,C.E.,The... 81 
Sorvall, Inc., Ivan......... 93 
Spak & Natovich, Inc...... 90 
Speed-O-Print Corp....... 16 
Star Locse Leaf Co., Inc... 79 
Sturgis Posture Chair Co... 66 
Swan Pencil Co., Inc...... 90 
Swift Business Machine 
Ree nicw. arian asidka 91 
T 
Taylor Chair Co., The..... 81 
U 
Uarco, Inc.. : ~~ a 
Underwood Corp. -.. 4th cover 


Universal Office > Equipment 
Co.. ; 


 f 


Victor Safe & Equipment 
er 
Vogel-Peterson Co.,Inc.... 89 


W 
Workman Service, Inc..... 68 
NE Maitix 5/08 2 916d dc srtvers 62 
Y 


Yawman & Erbe Mfg. Co., 
In 
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Yes, it would make a rather large gift to fit 
beneath your Christmas tree, but we just wrapped 
it up this way to remind you that when you buy 
CRESTLINE office furniture, you are receiving 
superior designing, exceptional workmanship and matchless 
efficiency. Be sure to learn all about this better equipment 
by calling your dealer or by writing for a CRESTLINE 


Desk folder . . . it will be sent you promptly. 


SECURITY STEEL EQUIPMENT CORPORATION 
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A Joy to Use... 
A Gem to Own 


ge: 


VAG 


Good to Look at... 


” 
Bihae r * 
Ps - 


TYPEWRITER 


ee 


- 
af 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 


».enot shaded or blurred. 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em ata 
light finger touch. 


Wierd ev W000... vv rewaiter LEADER © F THE WORLD 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing ... all day! 


You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
... therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him... 
today! © 1948 


Underwood Corporation 


Typewriters... Adding Machines ... Accounting 
Machines ...Carbon Paper... Ribbons 
and other Supplies. 

One Park Avenue New York 16, N. Y. 

Underwood Limited, 135 Victoria St., 9% 4, 


Toronto 1, Canada UNDERWOOD 
Sales and Service Everywhere Preto 
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